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FOREWORD 



Hands On is an example of an evolving curriculum design 

IN CAREER OEVELOrMENT UTILIZING EXTENSIVE TEACHER-STUDENT 
PARTICIPATION lU THE DEVELOPMENT OF INSTRUCTIONAL MATERIALS, 

This project, therefore, decomes anotiiuR tFrcnr cii the part cf 

THE Knox County Department of Public Instruction to produce 

AND evaluate CONTEMPORARY CURRICULUM, 

Full credit must be given to the Knox County Director 
OF Vocational Education for conceiving such a novel means of 

implementing career guidance at the high school LEVELc 

Acknowledgement must also be given to the entire Knox County 
vocational staff for their professional assistance during the 
PAST pour years OF EXPERIMENTATION IN THE PROGRAM AND FOR 
THEIR WILLINGNESS TO CONTRIBUTE TO THE FUTURE DEVELOPMENT AND 
IMPLEMENTATION OF THIS PROJECT IN VOCATIONAL* EDUCATION, 



DR, MILDRED E, DOYLE, Superintendent 
Knox County Department of Public Instruction 



PREFACE 



HfMnS OM ISA PUBUCATIOM DEAL I KG WITH THE COMPLETED POP.TIOM 
or THE HIGH SCHOOL SE6MEMT OF A COHPREMEHS I VE, EXEMPLARY PROGRAM 
fv:j COHTEKPCRA“;Y CURRICULUM DESIGN IN VOCATIONAL EDUCATION* THE 
ENTIRE PROGRAM EMBRACES CAREER OEVLLO: Cl { COi. fCP. Ll.i/ir.- 

GARTEN THROUGH TWELTH GRADE* iT 1$ FUNDED BY THE TENNESSEE DEPART- 
MEMT OF VOCATIONAL EDUCATION UNDER THE PROVISIONS OF PART 0 OF THE 

Vocational Education Amendments of 1968 and is being administered 
BY THE Knox County Department of Public Instruction under the title 
tr CctJTrHPCRA'-Y r*r?Ricutu?i rnn 

Material was developed for Hands On in ah effort to provide 
A comprehensive program of high school career orientation curriculum 

INVOLVING FOUR MAJOR UNITS OF INSTRUCTIONS (l) SELF-AV/ARENESSt 

( 2 ) Occupational information, ( 3 ) Work attitudes, and ( 4 ) Job 
Exploration with Hands-on Experiences* At present, the major 
PORTION of the completed MATERIAL IN HANDS ON DEALS WITH THE UNIT 
of instruction, “Job Exploration with Hands-on Experiences*^ The 

REMAINING THREE UNITS ARE STILL UNDER DEVELOPMENT, BUT ARE SEEN IN 

Hands Oh in lesson plan and outline form* Implementation and 

EVALUATION OF THE PROGRAM WILL TAKE PLACE AT THREE KHOX COUNTY 

HIGH schools (Carter, Halls, and Doyle) during the school year of 

1971 - 72 . 
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INTRODUCTION 



The purpose of this section of Hands On 
iS to present an outline of the total Career 
Orientation concept and classroom implementa- 
tion. A detailed presentation will become 

AVAILABLE AS INSTRUCTIONAL MATERIAL IS MORE 
THOROUGHLY DEVELOPED AND EVALUATED. 



ZONE ANALYSIS 
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CAREER ORIENTATION 



« 



PH I LOSCPHY 



The* Career Orientation Curriculum 

ACTIVITIES AND UNITS OF INSTRUCTION OES 
PUPIL NEEDS WHICH ARE OUTGROWTHS OF THE 
CULTURAL ASPECTS OF AMERICAN DEMOCRACY. 
TIOM IS PLACED UPON SOCIAL, AND PERSONAL 



CONSISTS OF COORSF 
6NED TO MEET THOSE 
INDUSTRIAL AND 

Emphasis in instruc- 
NEEDS RELATED TO THE 



USE OF INDUSTRIAL GOODS AND SERVICES AND THE GROWTH OF CULTURAL 



IDEALS RELATED TO THE HOME AND THE COMMUHITY. 



Career Orientation activities are exploratory and will 

CONTINUE "^0 BE EXPLORATORY UNTIL PUPILS REQUIRE MORE SPECIALIZED 
TRAINING IN COLLEGE OR VOCATIONAL, TRADE* AND INDUSTRIAL INSTITU- 
TIONS. The BASIS for these exploratory experiences IS THE WELL- 
ESTABLISHED NEED OF ADOLESCENTS TO BE ABLE TO HAVE PRACTICAL 
OPTIONS IN THEIR CAREER DECISION-MAKING PROCESSES. 

The Career Orientation Curriculum offers orientation to 

AN industrial ENVIRONMENT AND A PRODUCTIVE LIFE BY PROVIDING 
occupational INFORMATION, PERSONAL AWARENESS ACTIVITIES, HANDS- 
ON EXPERIENCES IN A VARIETY OF JOB SKILLS, EXPLORATION INTO 
POSI IVE JOB ATTITUDES, AND A VARIETY OF LEISURE AND HOBBY 
PURSUITS TO MEET THE PARTICULAR INTERESTS AND NEEDS OF EACH 
INDIVIDUAL. 
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CARULR ORin:‘i;VnjU 



OSJtCTlVES 



1 . 



To PROVIDE sTJ»::fr.\> wrr;j ha»;o 

LABORATORIES • 



c/r-uRi r^:CES 



Hi ALL VCCATIOJJAL 



2. To PROVIDE STUD6HTS WITH 6EMERAL OCCUPATIOMAL IKPORMATION 
RELATED TO AT LEAST ELEVEN JOB CLUSTERS* 



3. To TEACH STUnSHIS AT LEAST THHCr JOD ATTiTUOESj NA^5^LY, 

RESPONSIBILITY, COOPERATION, AND SATISFACTION. 

4. To TEACH SAFETY PROCEDURES FOR VOCATIONAL LABORATORY EXPERIENCES 
IN SUCH A VJAY THAT STUDENTS WILL LEAfiN SAFETY FOR ACTUAL JOB 
EXPERIENCES. 

5. To PROVIDE A Ti;T;L C/r:SR ORIENTATION PROGRAM WHICH WILL ENABLE 
STUDENTS TO DEVELOP A ICSITIVi; £ : 1. F - l ; 

6. To PROVIDE A TOTAL CAREER ORIENTATION PROGRAM WHICH WILL ENABLE 
STUDENTS TO liAKE A TEliTATlVE CAREER DECISION BY AGE l6. 

7. To PROVIDE TEACHERS WITH MATERIALS AMO RESOURCE INFORMATION FOR 
DEVELOPMENT OF INSTRUCTIONAL UNITS. 

8. To ASSIST TEACHERS IN THE DEVELOPMENT OF UNITS OF INSTRUCTION 
BASED ON PROJECT GOALS AND MEASURABLE PERFORMANCE OBJECTIVES. 

9. To ASSIST SCHOOL ADMINISTRATIVE AND GUIDANCE PERSONNEL IN THE 
IMPLEMENTATION OF CAREER DEVELOPMENT PROGRAMS. 

10. To UTILIZE COMMUNITY RESOURCES, ESPECIALLY THE CONSULTATIVE 
TALENT OF VOCATIONAL AND COLLEGE INSTITUTIONS, FOR CAREER 
ORIENTATION CURRICULUM DEVELOPMENT. 



These objectives or project goals are in the process of being 



TRANSLATED INTO PERFCRilANCE OBJECTIVES FOR MINYM GRADE STUDENTS. THE 
INSTRUCTIONAL UNITS IN CHAPTER 1! OF THIS VOt ' DEALING WITH 
JOB EXPLORATION AND NAN0S~0N EXPERIENCES, ARE AN EXAMPLE OF THIS 
EFFORT. Admittedly, self-concept, osjective ^5, is difficult to 
DEFINE, TEACH, AND MEASURE. NEVERTHELESS, THIS r PCJCCT \MLt nCFRESLi;T 
AN ATTEMPT TO STUOY THIS i I J. 
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These goals are by no means to be considered final or complete. 
They will be fiooiriEO, added to, on deleted as ueeo arises with the 

PRIMARY GOAL ALV/AYS IN MIND, NAMELY, THAT THE STUI-THT DEVELOP THE 
MEASURE OF SELF-CONFIDENCE WHICH WILL ENABLE HIM TO MAKE AT LEAST 
A TENTATIVE CAREER DECtSiOH BASED ON CURRENT CAREER INFORMATION 
AND A REALISTIC AND POSITIVE VIEW OF HIMSELF. 
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CAREER ORIENTATION 

A ONE-SEMESTER PROGRAM AT DOYLE HIGH SCHOOL 
COURSE OUTLINE & UNITS OF INSTRUCTION 



Instructor 

Mr. Wayman R. Sexton 



WEEK First Semester 

1 - Orientation to the total program 

2 - Safety 

3 - Occupational Information related to the vocational laboratories 

4 ~ Visitation of Vocational laboratories (Job Exploration with 

Hancs-On Experiences) and hands-on project in career orientation 
lab 
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8 - 


Self-Awareness 














9 - 


Work Attitudes 














10 - 


EmPLOYADIL ITY 


Skills 












11 - 


Visitation of 


vocational 


LA80RAT0UIES 


(Job 


Exploration 


WITH 




Hands-On Experi ehcls) 


AND 


HAi20S-0N PROJECT 


IN CAREER ORIENTATH 




LAB 
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17 - 


Return visit to vocational laboratories ang 


1 CAREER ORIENTATION 




LAB projects 
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Second Semester 



Repeat program of the first semester for weeks 19-36 



The Carter High School Career Orientation Program will be 
INITIATED IN THE FALL OF 1971 * TENTATIVE PLANS ARE THAT 
THE COURSE OUTLINE AMO UNITS OF STUDY WILL BE MODELED AFTER 

THE Doyle High School program. 
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WEEK 

1 

2 

3 



4 

THRU 

14 



15 

16 



17 

THRU 

26 



27 

28 

29 

30 

31 

32 

33 

34 

35 

36 



CAREER ORIENTATION - A 
HAULS HIGH 
COURSE OUTLINE & 



•n/O-SEliESTER PROGRAM 
SCHOOL 

UNITS OF STUDY 



Instructors 



Mr. Hugh 8. Jenkins 

(Group A) 



Mrs. Eddie M. Oeboro 
(Group 6) 



Groups A & B - Orientatiok to 

THE TOTAL PROGRAM 

Group (A) - Safety 

Group (A) - Occupational 
Information (Related to each 
vocational laboratories) 

Group (A) -> Visitation of 

VOCATIONAL LABORATORIES (jOB 

exploration with HANOS-ON 
experiences) 

Group (B) - Safety 

Group (B) • Occupational 
Information related to each 
vocational laborator 

Group (B) - Visitation of 
vocational laboratories (job 
exploration with hands-on 
experiences) 

Group (A) - Return visit to 
vocational laboratories 
Group U) - Return visit to 
vocational laboratories 
Self-Awareness 

- Employability Skills 

- Employability Skills 

- Work Attitudes 

- Work Attitudes 



Group (B) - Occupational 
INOFRHATION ON BUSINESS 

Group (B) - Careers and 
individual exploration 
of jobs 

• 

Group (B) - Business 
Orientation 



Group (A) - Occupational 
Information on Business 
Group (A) - Careers and 
individual exploration 
OF jobs 

* Group (A) - Business 
Orientation 



Group (B) - Career Orientation 
lab projects 

Group (A) - Career Orientation 
lab projects 



- General Occupational Information 

- Group (A) - Hands-on Project Group (B) - Plan schedule and 

evaluation for next year 

• Group (B) - Hands-on Project Group (A) - Plan schedule and 

evaluation for next year 



ca^PTER II - JOB EXPLo:w‘’.Ticii v/mi o;-i i:xri:RiEf!CES 



INTRODUCTION 



The purpose of this sbctioh of Hands On is to present 

COHPLETEO IKSTRUCTIOMAL OMITS RELATED TO "JOH EXPLORATION VfITH 

Hands-on Experiences*'* These lessons, developed by the class- 
room INSTRUCTOR, ARE TO BE USED BY THE STUDENT AS A GUIDE FOR 
hands-on experiences DURING HIS VISITS TO THE VOCATIONAL LAB- 
ORATORIES* 

Each lesson contains general information related to the 

PARTICULAR TRADE OR SMLL INDICATED AND AN ILLUSTRATED STEP- 
BY-STEP OPERATION PROCEDURE* 



On the average a student will spend three days in each 

VOCATIONAL LABORATORY AVAILABLE* HE SHOULD BE ABLE TO CARRY 
OUT A PARTICULAR OPERATION OR EXPERIENCE WITH LITTLE OR NO 
INSTRUCTOR INVOLVEMENT* 
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Part A of HANOS ON 

mmm mmmmm 

Kfjox County DcpARTf'.cNT or F\!':uc Iust-uction 





BY RAY THOMPSON 



SOMB^ IHlBpiBGTlHer FACT^ ABOUT APPU AHCF REPAIR 



1. What kind of work is done? 

Work is usually available for 

APPLIANCE INSTALLERS, INSTALLER- 
REPAIRMEN, SERVICEMEN, PARTS SALES- 
MEN, FACTORY REPRESENTATIVES, 
DISTRIBUTOR REPRESENTATIVES AND 
SERVICE MANAGERS, 



2, V/ORKING CONDITIONS: 

The SERVICEMAN MAY WORK IN A 
WELL-LIGHTED AND VIELL-EOU I PPED SHOP 
OR HE MAY MAKE SERVICE CALLS ON 
APPLIANCES IN THE CUSTOMER’S HOME. 



3. Salary scale: 

The salary might vary from 
TO $200 PER VIEEK DEPENDING ON THE 
TYPE OF JOB AMO THE SKILL OF THE 
V/ORKER. 



Type or clothing worn: 

The serviceman usually wears a 

CLEAN UNIFORM, HOWEVER, THIS 

UPON THE EMPLOYER. A MANAGER MIGHT 

WEAR A DRESS SUIT WITH SHIRT TIE. 

1 
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f*. PE'^SOM/'.L f'.'JAL I T I hecessai^y: 

Manipulative skills: A service- 

man SHOULD DE ABLE TO WOPK UELL VMTH 
HIS HANDS. He should oe able to under- 
stand electrical drawings and diagrams 
and be able to service malfunctioning 

ELECTRICAL OR MECHANICAL EOUIPMFNT. 

Personality characti.r i sr ics: He 

SHOULD BE VIELL-GROOMED AND ABLE TO 
WORK WELL WITH OTHERS. 1T I S OFTEN 
NECESSARY TO CONTROL YOUR TEMPER AND 
CONSOLE AN ANGRY CUSTOMER. 

Education qualifications: The 

QUALIFIED serviceman WILL HAVE A HIGH 
SCHOOL EDUCATION AND VOCATIONAL SCHOOL 
PREPARATION IN APPLIANCE SERVICE. He 
might ALSO HAVE SPECIAL TRAINING WITH 
A CERTAIN BRAND OF APPLIANCE SUCH AS 

General Electric, Whirlpool, Westing- 
house, ETC. 
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To CHECK AND REPLACE THE 
OEfECTIVE SURFACE ELEHErtT OF A 
RANGE* 



STEPS TO FOLLOW in checking and replacing the surface element of a range: 

TOOLS AND J1ATERIALS NEEDED: Range v/ith one defective sulface omit, replacement 

UNIT, ELECTRICAL PLIERS, LONG NOSE PLIEliS, LARGE 
AND SMALL SCREWDRIVER, VOLT OHM METER 



H/HAT YOU M usrr DO fMHAT YOU M U^T KNOW 

TO DO GTEPS. 



1. Remove the range from the power 

SOURCE Fig* 1 — — — ^ 




The plug into the 220 volt receptacle 
IS usually a three foot CORO connected 
to the center of the range* Grasp it 

BY THE INSULATED PART AND PULL IT 
STRAIGHT OUT* BE SURE MOT TO TOUCH 
ANY EXPOSED METAL AS YOU REMOVE THE 
PLUG* 



2 * 



Raise the surface univ 



FiG* 




3* Remove the screw with a counter- 
clockwise twist fig« 3 



Fig* 




BY TOf^MlWG- IN 
'UilB PiR0CT(OK( 



^* Lay the unit on top of the range, 

BOTTOM OP, TO EXPOSE THE SCREW THAT 
SECURES THE WIRE — — — — — — — — — — ^ 



Slight pressure on the unit tov/aro the 

BACK AND UP WILL RAISE IT* THIS WILL 
EXPOSE THE SCREW WHERE THE UNIT HINGES* 




Liptumit TapEA/Ksve 

FROM KAMOe 



Use soh-thjng soft such as a towel 

TO PROTECT THE TOP OF THE RANGE* 
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WHAT YOU A\U^T DO 



WHAT YOU MU9T Kf’OV/ 



5. Place the red wire lead of the ohm 

METER INTO THE HOLE ON THE SURFACE OF 
THE METER MARKED VMTH (-). ThE BLACK 

WIRE GOES INTO THE (+) HOLE — BE CAREFUL NOT TO DROP THE METER, 

In steps 5-7 you are preparing the ohm 
METER. Fig, 4 



Fig. 4 




6, Set center switch to 1KJ4 
7* Touch the other ends of the red 

AND BLACK WIRES TOGETHER THE RED NEEDLE SHOULD MOVE TO RIGHT OF 

SCALE TO ZERO. IF THE NEEDLE DOES NOT 
MOVE ALL THE WAY TO ZERO, TURN KNOB ON 
THE LEFT OF METER (OHMS ADJUST) UNTIL 
THE POINTER STANDS OVER ZERO. 



4 
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WHAT YOU MU$T DO 



WHAT YOUm^r KK'OIV 



8, ?^EMOVE THE WHITE WIRE FROH THE 

UNIT, This wire is marked "common," Fig, 5 




9, Put the red wire lead of the ohm 

METER ON THE COMMON TERMINAL OR 
SCREW 

10, Put the black wire lead of the 

ohm meter on terminal ^1 — — The needle should move to the right 

OF the scale (almost to zero)* The 

UNIT NEEDS TO BE REPLACED IF THERE 
IS NO READING, 



11, Leave the red wire lead of the ohm 

METER ON COMMON AND MOVE THE BLACK 

WIRE lead from "1 TERMINAL TO #2 — ThE METER SHOULD READ NEAR 50 OHMS. 

If there is no reading , replace 
the unit. 

12, Leave the red lead on common and move the 
black lead to anywhere on the top of the 
UNIT where there IS NO ELECTRICAL 

connection — — ► If there js, a reading, replace the 

UNIT, A READING ON THE OHM METER 
WITH THESE CONNECTIONS INDICATES A 
SHORT. 



ERIC 
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IVHAT YOU MUST DO 



WHAT rOU AAUST tiUOVJ 



13. Secure the correct unit to replace 

THE DEFECTIVE ONE 



1^, Draw a diagram of the wires going 

■rc- THE UNIT AND LA^EL THE COLOR OF 

EACH WIRE Different manufacturfrs use differently 

COLORED WIRES. 1f THE Win ';> ARE CROSSED, 
THE UNIT WILL NOT V/ORK PROPERLY, THERE- 
FORE, YOU NEED TO MAKE NOTE OF THE COLOR 
OF THE WIRE WHICH GOES TO TERMINAL f1 
AND THE COLOR OF THE WIRE WHICH GOES TO 
TERMINAL ffZ, MOST MANUFACTURERS USE 
WHITE FOR COMMON, BUT YOU SHOULD CHECK 
ON THIS UNIT TO BE SURE THAT COMMON IS 
WHITE. 



15. Disconnect the wires from the 

DEFECTIVE UNIT 

16. Replace the wires, being careful 

TO REPLACE THEM PROPERLY -FlG. 6 REFER TO YOUR DIAGRAM FOR THE PROPER 

CONNECTIONS. 










17. Replace the screw where the 

UNIT HINGES 

18. Lower the unit into the range — — — ^ Do not plug the range in until the 

INSTRUCTOR OR THE STUDENT ASTISTAMT 
HAS CHECKED YOUR V/OTK, 
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Part £ of HANOS ON 

KMOX tOONTT CePAKTMCHT OF PUSLIC INSTRUCTION 

Knoxviue, Tennessee 
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BY ERNEST VINEYARD 
WOODROW WILSON 



SOMe tNTBR^^TiNiB facts ABOUT AUTO /NOUSTR/^ 



1* What kind of work is done? 

An AUTOMOBILE MECHANIC NIGHT WORK 
IN A SERVICE STATION, AN AUTOMOBILE 
DEALERSHIP, OR A REPAIR SHOP. THE WORK 
INVOLVES THE LOCATION OF MALFUWCT I CH I I.C 
EOUIPMENT AND THE INSTALLATI C.'l AMD THE 
REPAIR OF PRACTICALLY ANY OF THE MECHAN« 
I CAL PARTS OF CARS. SPECIALTY AREAS 
NIGHT INCLUDE TUNE-UP AND DIAGNOSIS, 
BREAKS, AUTOMATIC TRANSMISSION, FRONT- 
END, ELECTRICAL SYSTEM, AIR-CONDITION- 
ING, AND BODY REPAIR. 

2. Working Conditions: 

Most work is performed indoors in 

A REPAIR shop. MANY OLDER SHOPS ARE 
COLO IN THE WINTER AND HOT IN THE SUM- 
MER. However, newer buildings are well 

HEATED AND ARE PROVIDED WITH GOOD VENTI- 
LATION DURING SUMNER. ThE SHOP IS 
USUALLY NOISY AND THE WORK IS OFTEN 
GREASY AND DIRTY. 
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3 . Salary scale 



The salary varies greatly from one 

SHOP TO ANOTHER, THE INEXPERIENCED 

mechanic can expect $ 1.75 to $ 2.25 per 

HOUR. A MORE EXPERIENCED MECHANIC CAN 
EARN ABOUT $ 4.00 TO $ 5*00 PER HOUR. IN 
MANY SHOPS THE WORKER RECEIVES ONE HALF 
OF A TEN DOLLAR FLAT RATE. 

4 . Type of clothing worn: 

Host shops require uniforms. 

5. Pehsohal qualities necessary: 

In addition to having to work well 
WITH both the management AND HIS FELLOW 
WORKERS, THE MECHANIC MOST BE ABLE TO 
REMAIN EVEN-TEM«ERED AND COURTEOUS IN 
DEALING WITH ANGRY CUSTOMERS. 

Manipulative skills: The 

MECHANIC should BE ABLE TO WORK 
EFFICIENTLY WITH A LARGE VARIETY OF 
HAND TOOLS. 

Educational qualifications: 

Host employers prefer to hire 
HIGH school graduates. 

6. Other facts of interest: 

A QUALIFIED MECHANIC IS ALMOST 
ALWAYS ABLE TO FIND A JOB. HOWEVER, 

HE MUST BE PREPARED TO KEEP PACE WITH 
THE MANY CHANGES THAT ARE MADE IN 
AUTOMOBILES EACH YEAR. 
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To CHANGE A FLAT CAR TIRE: 



INTRODUCTION — PLEASE READ CAREFULLY: 



Rubber tires absorb some road irregu- 
larities AND PROVIDE TRACTION FOR DRIVING 
AND BRAKING* TiRE CASINGS ARC KAOE OF 
LAYERS OF CORD (pLIES) IMPREGNATED WITH 
RULLLK* 

Most passenger cars tires contain 
2 PLY WITH 4 PLY RATING* IN USING 2 
PLY TIRES WITH 4 PLY RATING INSTEAD OF 
4 PLYSy the cords are DOUBLED* THIS 
GIVES THE SAME STRENGTH AS THE 4 PLY 
BUT PROVIDES A MORE FLEXIBLE WALL FOR 
A SMOOTHER RIDE* 

Tire tread patterns are designed 
TO minimize ROAD NOISE AND AT THE SAME 
TIME TO DEVELOP THE BEST TRACTION 
POSSIBLE* 

Slitting the tread into many small 
BLOCKS IS effective IN MINIMIZING SKID- 
DING* The small blocks scrape the pave- 
ment DRY AND MAINTAIN TRACTION UNDER 
BRAKING PRESSURE* 

REFEr^EKCE; 

AUTOMECHANICS BY Harold T* 

Glenn* 
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STEPS TO FOLLOW lu changing a flat Car tire: 

TOOLS AND MATERIALS NEEDED; Bumper jack 

Lug wrench 
Screwdriver 
Spare tire 



V/MA r YOU MU&T oo WHAT YOU MUST KmW 

10DOTH£S5'STePS 



1. Park in as level a spot as possible- 



2. The car should be in park or in gear 
WITH the emergency BRAKE ON— — 



3. If YOU ARE WORKING ON A REAR WHEEL, 
INSERT A BLOCK BOTH IN FRONT OF AND 
BEHIND THE FRONT WHEEL 



Remove the spare wheel and the jack 

FROM THE CAR 

5* Assemble the jack Fjg* ^ 



6. Remove the hub cap or the wheel 

COVER WITH A SCREWDRIVER FlG. 2 



ERIC 



is- The more level the spot, the less likely 

IT IS THAT THE CAR WILL ROLL OFF THE 
JACK. 



^ These measures also keep the car from 

ROLLING. 








7. Loosen the wheel nuts 



e 



wm T YOU MU0T DO 



WHfiTYOu MU$T 



/ 






A * 






8. Place the jack in the notch of 

THE BUHPER 

9* Raise the car until the tire is off 

THE GROUND PlG* 3 

10. Remove the wheel mounting nuts 

11. Remove the wheel and the tire 

FROM THE HUB 

12. Roll it out of the way 



13* Take the spare and install it on 

THE HUB 




RAise Uwnu-ni2E 



O'fp' T=HB ^^5 c: 5UNP2. 



1^1. Start all of the mounting nuts 

AND RUN them UP “FINGER TIGHT” FlG# 



15* With the lug wrench, tighten one 

NUT 



16« Across from that mounting nut 

TIGHTEN ANOTHER ONE, KEEPING THE 
WHEEL AS straight ON. THE HUB AS 
POSSIBLE 



17* Retighten the rest of the nuts 

FINGER TIGHT 



“Finger tight" is tightening as much 
AS YOU can using ONLY YOUR FINGERS* 




tightbh all. 

MOUNWG HOT5 . 



o 
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IVMT You mer do 



m r YOU M BT 



18* V/ken all of the mounting nuts are 

riflGER TtGHT, PUSH THE HANDLE OF 
THE JACK DOWN SLIGHTLY, THEN 
SHIFT THE JACK TO “DOWN" 

19* To LOWER YOUR CAR, YOU MUST NOW 
WORK THE JACK HANDLE (tHE LUG 
wrench) just as YOU OtO TO RAISE 

«T Fig. 5 

20. Retighten the mounting nuts with 

THE LUG WRENCH 

21. Install the hub cap or the wheel 
cover 

22. Put the spare, the lug wrench, 

THE SCREWDRIVER, AND THE JACK 
BACK INTO CAR 

23. Remove the blocks from the front 

WHEELS 




mPLfiCe HUB<AP, 
AWP pur 7^6 pbPX-nPB 
IM 
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To REMOVE A TIRE FROM THE RIM USING 
A TIRE MACHINE, TO REPLACE THE TIRE ON 
THE RIM, USING THE SAME MACHINE, AND 
TO INFLATE THE TIRE* 

INTRODUCTION — PLEASE READ CAREFULLY: 



Tire machines of this type are used 
IN SERVICE stations AND TIRE DEALERSHIPS 
throughout the country. Without them, 

REMOVING A TIRE FROM THE RIM AND REPLACING 
IT ON THE RIM WOULD BEAMUCH LESS EFFI- 
CIENT OPERATION* 

Though the details vary from one 

MACHINE TO ANOTHER, THE PROCEDURES FOR 
REMOVING THE TIRE FROM THE RIM AND FOR 
REPLACING IT ON THE RIM ARE FAIRLY 
STANDARD* LIKEWISE, THE PROCEDURE FOR 
INFLATING THE TIRE APPLIES REGARDLESS 
OF THE TYPE OF TIRE MACHINE* 

Be especially careful when inflating 
THE TIRE* Read and Follow all of the 
directions on tire inflation* 

REFERENCES: 

COATS THREE STAR T1 REMAN OPERATING 
INSTRUCTIONS, The Coats Company^ Inc* 



7 

28 

ERIC 



STEPS TO FOLLOW in loosening the top and bottom beads: 

TOOLS AND MATERIALS NEEDED: Tire Wheel clamping cone 

Valve core remover Bead loosener tool 
Tire machine 



ifAjr 'iou Mu$r oo wmt you must 

TO PO TNBSe SnsP!^ 



Lower Bead 

K Remove the valve core to release 

air from the tire —Fig# 6 Unscrew the valve core with the 

valve core remover 




2# Place the wheel on the stand with 

THE WIDE half OF THE RIM ON THE 
TABLE AND WITH THE POSITIONING 
PIN THROUGH A LUG HOLE 

3# If the tire is the safety liner 

TYPE, THE PROCEDURE DIFFERS FROM 

THE FOLLOWING STEPS — — ^ CHECK WITH YOUR INSTRUCTOR. TO FIND 

OUT WHETHER OR NOT YOU ARE DEALING 
WITH A SAFETY LINER TIRE. 

4# Screw the wheel clamping cone down 
finger tight on the wheel after, all 

OF the air is out of the tire Be SURE THAT THE CONE IS CENTERED 

IN THE WHEEL. 

5* Raise the lower bead loosener lever 

AS FAR AS POSSIBLE — — — — THE BEADS ARE THE STRIPS AROUND THE 

INNER EDGES OF THE TIRE THAT COME 
IN CONTACT WITH THE RIM. 

6. Hold it in this position until no 

MORE AIR COMES FROM THE TIRE VALVE 
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WHAT YOU MUST DQ 



WHAT YOU MUST HNOV/ 



7 * If the lower bead has not loosened 

AT THIS TIME) LOWER THE HANDLE UNTIL 
THE SHOE CONTACTS THE RIM, THEN 
ROTATE THE BEAD LOOSENER ABOUT THE 
LENGTH OF THE SHOE (45 DEGREES) TO 
THE LEFT OR RIGHT AND RAISE THE 

HANDLE AGAIN pjQ, 7 i™— THIS WILL LOOSEN NEARLY ALL TIRES. 

6 . However, if the tire is still not 

LOOSENED, REPEAT T!ilS LAST STEP 

UNTIL THE LOWER BEAD IS FREE 
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H/mr YOU o 



what you m$r 



Top Bead 

9* Slide the tubing end of the bead 

LOOSENER tool OVER THE CENTER POST FlG« 8 



10 . 

11 . 



Slowly exert pressure downward on 

THE HANDLE 

Let up on the handle to allow the 

LOOSENER ARM TO LOWER ON THE CENTER 
POST TO OBTAIN GREATER LEVERAGE 



12. With one hand holding the shoe 
tightly against the rim, press 

DOWN • 

13* If necessary, move to the left or 
TO the right a FEW INCHES AND 
REPEAT the process UNTIL THE BEAD 
IS LOOSENED 






I 






STEPS TO FOLLOW in RtHOViNG the tire from the rim: 

TOOLS AND MATERIALS NEEDED: Tire 

Tire machine 
Lubricant 

Cor.uUiATlOW TOOL 



H/HAT YOU Mu^r DO 



WfiAT you MU9T MAfOty 

TO po ~meBe. srsps 



1. Always apply lubricant to both the 

TOP AND THE BOTTOM BEADS 

2* Push the top bead on one side of 

THE TIRE DOWN INTO THE DROP CENTER 
OF THE RIM AND INSERT THE TAKE- 
OFF END OF THE COMBINATION TOOL 
UNDER THE TOP BEAD ON THE OPPOSITE 
SIDE OF THE TIRE “PlG. 9 



3« Move your hands to the opposite 

END OF THE TOOL AND PULL THE 
TOOL IN A CLOCKWISE DIRECTION 
UNTIL THE ENTIRE UPPER BEAD IS 
ABOVE THE RIM flG* 10 



^ The DROP CENTER OF THE RIM IS THE 
DEEPEST POINT IN THE RIM. 



^ The trailing arm prevents the tire 

FROM SLIPPING BACK OVER THE RIM 
DURING the demounting OPERATION. 



Fig. 9 




im TAKB-OFF Taob 
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WHAT YOU AAUOT BO 



WMAT YOiA Ali/ST /fA/Or/ 



4. If the tire contains a tube, tare 

IT OUT BEFORE REMOVING THE LOWER 
BEAD 

5. With the top bead 'above the rim, 

LIFT AND PUSH THE BOTTOM BEAD ON 
ONE SIDE OF THE TIRE INTO THE 
DROP CENTER OF THE RIM AND INSERT 
THE TAKE-OFF END OF THE TOOL UNDER 
THE BOTTOM BEAD ON THE OPPOSITE 
SIDE OF THE TIRE 

6. Move your hands to the opposite end 
OF TOOL and pull THE TOOL IN A . 
CLOCKWISE DIRECTION TO REMOVE THE 

TIRE Fig. 11 
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STEPS TO FOLLOV/ in mounting the tire on the rim: 

TOOLS AND MATERIALS NEEDED: Tire Combination tool 

Tire machine Air hose 
Lubricant 



mA T YOU MUS -r OO WHA T you must 

Jb t>£> 



Bottom bead Fig* 12 



1* Always apply a rubber lubrication 
ON both top and bottom beads 

2* If a tube is used, insert the 

TUBE INTO THE CASING 

3* Ado AIR to round out the tube 

4* Apply rubber lubricant to the 
EXPOSED tube surface 

5* Place the rim on the stand with the 

WIDE HALF OF THE RIM ON THE TABLE 
AND WITH THE POSITIONING PIN 
THROUGH A LUG HOLE P|G* 12 
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6* Place the tire loosely on the rim — — Do not force the bottom bead into 

THE RIM WELL UNTIL YOU HAVE PLACED 
THE HOOX END OF THE COMBINATION TOOL 
IN POSITION* 



7* Place the hook end of the combination 

TOOL BETWEEN THE LOWER BEAD AND THE TOP 
OF THE RIM WITH THE HOOK OVER THE 
WHEEL RIM FLANGE 13 

8. Move your hands to the opposite end 
OF THE tool and PULL THE TOOL IN A 
CLOCKWISE DIRECTION 

3* If the tire rotates with the tool, 

HOLD THE TIRE WITH YOUR LEFT HAND 
WHILE PULLING ON THE TOOL 

Top Bead 

10. Follow steps 7-9 with the top bead 



Fig* 13 




TO? 




13 

34 




STEPS TO FOLLOW in inflating the tire: 

TOOLS AilD MATERIALS NEEDED: Tire 

Lubricant 

Valve core remover 



Air hose 
P nessuRE gauge 



M////I T 'fOU MUST DO 



U Remove the clamping cone 

2* Make sure that both deahs are well 
lubricated 

3, Be sure that both beads are in 
contact with the humps of the 

RIM WITH n o portion OF THE DEAD 
IN THE WISE ELS L'LLL ———————— 



4. Replace the valve core 

5, Read these rules_ — 

Fig. 14 



iMBATiff TJBe / 
CKOrxoiisMi • 




WHAT YOU MUST KfYOIM 
TO DO TUSS& STePS 



Failure to do this can result in 

THE BEAD SLIPPING OVER THE OUTER 
RIM EDGE WITH EXPLOSIVE FORCE. 

Screw it in with the valve core 

REMOVER. 

A. Never stand with your mead or 

SHOULDERS OVER ANY PORTION OF THE 
TIRE OR THE RIM. 

B. Never exceed 20 P.S.I. (20 pounds 

PER SQUARE inch) WHEN SEATING THE 
BEADS ON A TIRE. 

c. Inflate the tire in short BLAST_St 

GIVING THE BEADS A CHANCE TO SEatT 
THEMSELVES WITH A MINIMUM OF PRESSURE. 
If the BEADS APE MOT SEATED VilTH 
20 P.S.I. RELEASE THE AIR FROM THE 
TIRE, RELUBRICATE THE BEADS AND THE 
RIM AND START OVER AGAIN* YOU WILL 
USUALLY HEAR EACH BEAD ‘'POP” AS IT 
SEATS ITSELF. HOWEVER, OME OR COTH 
OF THEM MAY SLIP INTO PLACE WITHOUT 
THE NOISE. 



6. Add air ( up to 20 P.S.U) to 

SEAT THE BEADS — F|G. l4 



See step 5* 



See STEP 



5 . 



m 
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7. Inflate the tire to the pressure 

RECOMMENDED BY YOUR INSTRUCTOR ~ 



IViTf- 



r? r. A 



> li 








Part B of HANDS ON 

Knox County OePARTMCNt or Putuic Instruction 
Knoxville» Tennessee 
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g<9/wg /A/7gggg77A/<3 F='Acyr^ AUTO BOt>Y ' 

U What kino of work is done? 

The bodies of cars and commercial 

VEHICLES ARE REPAIRED AND REFINISHEO. 

This involves glass installation, metal 

STRAIGHTENING, PAINTING (iNSIDE AND OUT), 

TRIM REMOVAL AND REPLACEMENT, WIRING 
REPAIR AND REPLACEMENT, PANEL REPLACE- 
MENT (bolt-on and welo-on), frame repair, 

MECHANICS (front ENGINE ACCESSORIES, KNEES 
AND MOTOR SUPPORTS). iN A BODY SHOP YOU 
MIGHT WORK AS A: 

Metal-man 

Painter 

New parts-man 

Used parts-man 

Glass installer 

Shop foreman 

Paint store counterman 

Frame repairman 

2. Working conditions: 

Work is usually done inside a 
well-lighted, dusty, noisy shop* The 

AREA IS HEATED IN THE WINTER BUT IS 
PROBABLY NOT AIR CONDITIONED IN THE 
SUMMER* 




1 
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3. Salary scale; 



The earnings of auto-body repairmen 

VARY ACCORDING TO THE TYPE OF EMPLOYER 
AND THE SECTION OF THE COUNTRY, As LOW 
AS $1.00 AN HOUR FOR INEXPERIENCED HELP 
OR AS HIGH AS $4.00 AN HOUR FOR A TRAINED, 
EXPERIENCED REPAIRMAN MAY BE EARNED. SOME 
JOBS PAY A GUARANTEED SALARY PLUS COMMIS- 
SION OR A COMMISSION ONLY. iN THE LOCAL 
AREA, SOME COMMERCIAL AUTO BODY REPAIR 
SHOPS LET THE REPAIRMAN KEEP 50% TO 60% 
OF AN $8.00 PER HOUR FLAT RATE. 

4. Type of clothing worn: 

Comfortable work clothes should be 
WORN. They should be neither too loose 
nor too tight. 

5. Personal qualities necessary: 

Kan I PUL AT I VE skills: The auto body 

WORKER SHOULD BE ABLE TO USE TOOLS WELL 

enough to do the mechanical, f AlllTING, 

AND STRAIGHTENING WORK REQUIRED. HE 
SHOULD HAVE 6000 ENOUGH EYESIGHT TO 
SHAPE METAL AND ALIGN PANELS. 

Personality characteristics: It 

IS NECESSARY TO BE ABLE TO DEAL WELL WITH 
OTHER WORKERS, THE flANAGEMENT, AND THE 
CUSTOMER. 

Education qualifications: A high 

SCHOOL EDUCATION IS ESSENTIAL. IN AO- 

oiTioN, Area Vocational School training 

WILL NORMALLY MERIT A HIGHER STARTING 
SALARY. 

6. Other facts of interest: 

The auvo body trade is a stadle 

PROFESSION WITH MANY OPPORTUNITIES FOR 
WORKING WITH OTHERS AND FOR OPERATING 
YOUR OWN BUSiKESS. 
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To MASK A CAR DOOR BY COVERING WITH 
THE PROPER WIDTHS OF PAPER AND TAPE THOSE 
PARTS OF THE DOOR WHICH ARE NOT TO BE 
PAINTED. 



INTRODUCTION — PLEASE READ CAREFULLY: 



Certain parts of the car are masked 
so that they will be protected from the 
PAINT and the paint MIST WHEN THE REST 
OF THE CAR IS PAINTED* 

Masking tape is used around the 

EDGES OF ALL AREAS TO BE MASKED. L/.rcGE 
AREAS ARE THEN FILLED IN WITH PAPER AND 
THE EDGES ARE SEALED WITH TAPE* SMALL 
AREAS ARE COVERED WITH TAPE ONLY. BE 
CAREFUL NOT TO USE TOO MUCH TAPE* D£ 

NOT USE MASKING TAPE TO COVER AN AREA 
THAT CANNOT BE COVERED WITH 4 STRIPS OF 
TAPE* If more than 4 strips are REOUIREOy 

COVER THE PART WITH PAPER* 

Overtaping occurs when the tape or 

THE PAPER GOES PAST THE AREA THAT SHOULD 
BE COVERED AND COVERS AN AREA THAT SHOULD 
BE PAINTED* 

When you undertape you expose some 

OF THE AREA THAT SHOULD BE COVERED* 
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STEPS TO FOLLOW in masking a car door; 



TOOLS AND ^\ATERIALS NEEDED: 



Car door holder 
Clean rags 
Tooth brush 
Razor blade 

Grease and wax raMOVER 



Masking paper (or some other 
heavy duty paper) 
l/4” ROLL OF MASKING TAPE 
3/4” roll OF MASKING TAPE 

l/G” ROLL OF MASKING TAPE 



H/HAT YOU QQ 



WHAT YOU MU^T ItHOlV 
TO DO ^TBFB 



1* Place the door on the door holder—* ^Be sure that the door is safely on the 

HOLDER. 



2 . 



3. 

4. 

5. 



Clean the door and the chrome with 

CLEAN, grease AND CHEMICAL FREE 

dags *^U$E A GREASE AND WAX REMOVER ON THE DOOR 

AND ON THE CHROME. THE RAGS MUST BE CLEAN. 



Use the toothbrush to clean dirt 

FROM THE EDGE OF THE CHROME pig. 

Dry the area thoroughly 




Place a 3/4” strip of tape around all 

CHROME and all GLASS THAT IS WIDE 
ENOUGH TO BE FILLED IN WITH PAPER ^ 



A Tooth vru&H &Bts 

P/RTOUX 

If the AREA IS too LARGE TO BE COVERED 
WITH 4 STRIPS OF TAPE, THEN IT SHOULD 



BE COVERED WITH PAPER. 



Do NOT OVERTAPE OR UNDERTAPE THE AREA. 



6. Fill in the wide areas with the 

MASKING PAPER— Fig. 2 — ^»%FOLO THE PAPER NEATLY. KEEP THE PAPER 

FLAT AND MAKE SURE THAT IT FOLLOWS THE 
CONTOURS OF THE DOOR. USE A GOOD DUALITY 

PAPER. Masking paper or meat wrapping . 
PAPER IS GOOD. Newspapers are not 
adequate. 
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W/HAT YOU MUOr KUOVJ 



WHAT YOU MU^T t,:j 



7. Seal off all areas by taping oouh 

THE EDGES OF THE MASKING PAI’Eft VHTH 
MASKING TAPE 



8. Tape all of the rest of the chrome, 

THE emblems, and THE NAMEPLATES USE TAPE THAT MATCHES THE WIDTH OF THE 

PIECE THAT 1$ BEING TAPED. 3 



9. Use a razor blade to trim the excess 

TAPE AND PAPER 

10. Check your work Check for undertaping and overtaping. 

11. Ask the instructor to inspect your 

WORK 
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BY JESSE W. COOK 

WOODROW McKINMEY 



SOAAB INTBRB’STfNG> FACT^ ABOUT SUtLDING? 



1. What k^hd of work is done? 

Carpentry 

Plumbing 

Masonry 

Electrical wiring 

2. Working conditions: 

About ^0^ of the work is conducted 
indoors. Comfort of the v;ork outside 
VARIES according TO THE WEATHER. ALL 
OF THESE POSITl.ONS REQUIRE MANUAL LABOR. 

3. Salary scale: 

Local wage scale for union journey- 
men: 

Carpenter - $5*55 / hr. 

Brick mason - $6.42 / hr. 

Electrician - $5*91 / hr. 

Plumber - $7*27 / hr. 

Union laborers begin at about $3.60 / hr. 
However, a non-union laborei^ begins at 
$2.00 - $2.50 PER HR. WHILE A NON-UNION 
CARPENTER RECEIVES $3*00 - $4.50 PER HR. 

4. Type of clothing worn: 

Work clothes that are comfortable 
AND allow for easy MOVEMENT ARE USUALLY 
NECESSARY. SAFETY SHOES ARE PREFERABLE 
TO ORDINARY WORK SHOES. 



1 



5. Personal qualities necessary: 

Manipulative skills: You must ce 

STRONG AMD ABLE TO USE ALL OF THE NECES- 
SARY TOOLS WELL* YOU SHOULD BE VERSATILE 
ENOUGH IN BUILDING SKILLS TO BE ABLE TO 
ALAPT TO CHANGES WITHIN THE BUILDING 
PROFCSSiOH* 

Personality characteristics: You 

SHOULD BE ABLE TO FOLLOW OIRECTiONS AND 
WORK WELL WITH OTHERS* 

Educational qualifications: A high 

SCHOOL DIPLOMA IS NEEDED* FOR ADVANCE- 
MCHT INTO 6EHERAL CONTRACT IH6 ONE SHOULD 
RECEIVE AflilTICUAL IN AREAS SUCH 

AS DRAFTING* 

6* Other facts of interest: 

If one is WILLING TO WORK HARD, 

THIS FI.ELO HAS UNLIMITED OPPORTUNITIES* 
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To WIRE A SINGLE POLE SWITCH INTO 
A LIGHT CIRCUIT^ 



INTRODUCTION — PLEASE READ CAREFULLY: 



A LARGE PART OF THE WORK DONE ON 
A NEW BUILDING IS THE INSTALLATION OF 
ELECTRICAL WIRING* FOR THE SAFETY OF 
THE BUILDING, ALL OF THE WIRING MUST 
BE DONE ACCURATELY* DO NOT LEAVE ANY 
BARE WIRES EXPOSED* BE VERY CAREFUL 
THAT YOM ARE NOT WORKING WITH “LIVE** 
WIRES* 












STEPS TO FOLLOW in wiring a 


single pole SWITCH INTO 


a LIGHT circuit: 


TOOLS AND MATERIALS NEEDED: 


12-2 Romex w/ground 


1 WALL BOX 




1 CEILING BOX 


1 SINGLE POLE SWITCH 




1 LIGHT FIXTURE w/bULB 


k HI WIRE NUTS 




Staples 


1 ROLL ELECTRICAL TAPE 




2 #160 NAILS 


6' RULE 


• 


Electrician's pliers 


Hammer 




Screwdriver 


2 ^80 NAILS 




POCItET KNIFE 






mAT YOU DO 


WHA T YOU msT /<fmy 



IV DO rmsBSTBpB 



U Nail the switch box to the stuqs 

WITH 2 ^16 D NAILS lJ>- PLACE THE SWITCH BOX SO THAT THE TOP OF 

THE BOX IS 52“ FROM THE FLOOR. THE BOX 
SHOULD STICK OUT l/2“ FROM THE STUB SO 
THAT IT WILL BE EVEN WITH THE WALL BOARD 
VJilEN THE \?ALL IS COMPLETED. FiG. 1 

2. Nail the ceiling box to the 

CEILING JOIST WITH 2 ^‘8 D NAILS ^)?--PLACE THE CEILING BOX IN THE DESIRED 

LOCATION AND EXTEND IT l/2“ BELOW THE 
CEILING JOIST SO THAT IT WILL BE EVEN 




M/WAT YOU MW^r DO 



WHAT YOU MUS>r 



3. Remove the knockout plugs— — — — — — ^ 5 - The knockout plugs are areas of the 

METAL THAT CAN BE REMOVED TO MAKE HOLES 
FOR THE WIRES TO ENTER. 

4. Run the Romex cable from the powet 

SUPPLY TO THE CEILING BOX ^ YOUR INSTRUCTOR WILL CONNECT THE CABLE 

TO A POWER SUPPLY AFTER K£ HAS INSPECTED 
YOUR WORK. 

At VARIOUS INTERVALS STAPLE THE CABLE TO 
THE STUDS AND TO THE CEILING JOIST TO 
HOLD IT IN PLACE* 

5 . Run THE Romex cable from the svmtch 

BOX to the ceiling BOX-— STAPLE THE CABLE TO THE STUDS AND JOISTS. 



6 * 



Tickten the wire clamps provided 

III THE boxes— — — The clamps prevent the wire from being 

PULLED out of THE BOX. ONLY TIGHTEN 
THE SCREW ENOUGH TO SECURE THE WIRE* 



7* Remove the insulation from the wire 
BY cutting it at a SLANT, AS IN 
SHARPENING A PENCIL > EXPOSE \/l 
INCH OF COPPER CONDUCTOR* F| q. 2 




WHAT YOU Muer DO 



imr Y0UMU6T KIJOV/ 



8, Connect the wires as shown on the 

DIAGRAM- Pig, 3 



> p ^ Use wire nuts (soloerless connectors) 
to cohnlCt tue vnnr;. Screw the com- 

NECTORS OVER THE WIRES. 




9, Tape all connections Wrap the tape around the wire nuts and 

THE insulated PORTION OF THE WIRE TO 
SECURE THE WIRE NUTS* 



10* Install the switch into the box 

11* Make sure that no screws or jare 
wires touch the SWITCH BOX 

12. Place the cover over the switch 

13. Install the fixture in the ceiling 
box 



If they do, a shwyt circuit might result. 



% 
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To MIX MORTAR AND TO CLEAN UP THE 
EQUIPMENT USED IN MIXING THE MORTAR. 



INTRODUCTION — PLEASE READ CAREFULLY; 



It is IMPORTANT THAT BR»CKSMEKT 
AND SAND ARE VitLL MIXED turor.E \.’AT ER 

IS ADDED. 




% 
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STEPS TO FOLLOW in mixing mortar 



TOOLS AND MATERIALS NEEDED: Mortar box 

Mortar hoe 
Bricksment 
Water 



Water hose 
Shovel 
Sand 
Trowel 



ia/hat you must do what you MU^r know/ 

TO PC? 'XWBSB 



1. Set up the mortar box in a level 
position 

2. Clean the box and the hoe of any 
dirt, leaves, or dried mcrtar 

WHICH MIGHT CHIP OFF INTO THE MIX 

3* Place the proper ratio of sand and 
Dricksment in the mortar box— 



4* Thoroughly mix the sand and the 
Bricksment — - 



5. Ado some water to the mixture and 

mix it well with the mortar hoe— — ^ 




The proper ratio is 2 to 1 (2 parts sand 
AND 1 part Bricksment). 



Using the dry mortar hoe, mix the sand 
and the Bricksment until the mixture is 
A uniform color. It is important that 
THEY BE WELL MIXED. 

• 

Do NOT ADO THE WATER CONTINUOUSLY. YOU 
should ADD SOME WATER, MIX WELL, THEN 
TEST THE CONSISTENCY OF THE MIXTURE* 

The mixture is ready when you can scoop 
SOME mortar onto THE TROWEL, SHAKE IT 
SLIGHTLY, AND HAVE IT REMAIN ON THE 
TROWEL EVEN WHEN THE TROWEL IS TIPPED 
AT A 45® ANGLE. FiG. 4 
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m/hat you must do 



U/HAryou MUST KtiOVJ 



6. Keep repeating step ^ until the 

MORTAR IS THE DESIRED CONSISTENCY 



7 . 



If THE MORTAR IS TOO WET (sOUPY), 






•r*- 



YOUtZ msm 



'•1 1 ^ liCiJ I.M UUIU^INO TRAPyS I©* 



To MIX YOUR OWM MORTAR AND TO LAY 
A CfUCn WALL THREE CRICKS HIGH, WITH A 

cuJii^ER 0.'; n/.c.;i lud. 




5^ 



STEPS TO FOLLOW IN mixing mortar and laying a brick wall 5 



TOOLS AND MATERIALS NEEDED: Trowel 

Level 

Brick hammer 

Lire 

Line blocks 

6* RULE 

Chalk line 



Mortar board 
Joint rod 
Framing square 

8“ Raters 

BRI CKSMLNT 

Sand 

Water 




M/HAT You MU&T DO 



mAT YOU AhUST 
Tt) DO 



1. Find out where the building site 
IS (the work area in the shop) 

2. Locate the spots om the floor that 

WILL BE the apexes (tHE TIPS OR 
points) of THE CORNERS 



The corners will be 8 ' 5 " apart. 



3 . 



Strike a chalk line between the 
APEXES of the corners- FIG. 6 • 



The chalk line is stretched between 
TWO POINTS. You then LIFT THE TAUT 
LINE OFF THE FLOOR AND RELEASE IT, 
THUS “STRIKING*' THE CHALK LINE ON 
THE FLOOR. 
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A* Use a frahing square to chalk 
THE corners 



nmr you must r^t^ovj 



i 



\WATYouMuer DO 



5. Without any mortal, make a trial 

LAYOUT OF ONE ROW OF THE BRICKS- 







Lay dry bricks flush against the. line 

TO DETERMINE THE PATTERN AND THE MORTAR 
JOINTS. Fig. 7 

The JOINTS WILL BE BETWEEN 3/8“ AND 
1/2“ WIDE. However, you should pay 

MORE ATTENTION TO EVENLY SPACING THE 
JOINTS AND THE BRICKS BETWEEN THE 
DESIRED POINTS THAN TO THE EXACT 
WIDTH OF THE JOINT. 




6. Mix THE MORTAR — 

7. Put SOME mortar on the mortar board 



Refer to the experience in mixing 

MORTAR. 



8. Remove the dry brick from each 

CORKER AND PLACE IT WITHIN REACH 

9. Spread the mortar evenly about 1“ 
DEEP along the CHALK LINE OF THE 
LONG SIDE OF ONE CORNER 



10. Lay the corner brick (brick ^1) > Bed (set) the brick by striking it with 

THE TROWEL HANDLE UNTIL THE JOINT IS 

3/8“ THICK. This brick must be level, 

EXACTLY ON THE POINT WHERE THE CORNER 
IS LOCATED, AND SQUARE WITH THE WALLS. 

11. Lay BRICKS 2 and 3 > Fill the cross joints with the surplus 

MORTAR AS EACH BRICK IS LAID. THE CROSS 
JOINTS ARE THE JOINTS BETWEEN THE ENOS 

OF E/.CIJ BRICX. 
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miAT rou 



IVHAT you Mu$T 90 



12. Check to see that this course (row) 

IS LEVEL (use the LEVEL,) FiG. 8 

13. Check to see that the corner is 

SQUARE (use the FRAMING SQUARE) 

14. Lay the second course (bricks 4, 

St AND 6) !'| WILL PROBABLY BE NECESSARY TO BREAK 

brick 5 IN HALF WITH A SHARP BLOW OF 
THE BRICK HAMMER. THE BROKEN EDGE 
SHOULD BE TURNED TOWARD THE INSIDE OF 
THE WALL* 

After laying these bricks, repeat steps 
12 AND 13. 

15* Lay the third course (bricks 7 and 

8) — — — — — ^ After laying the third course, repeat 

steps 12 AND 13. 




To UOILP 

A C£>fZKI€fZ. 

CMBC^ BACM 
\jjm LEV0L-. 
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\mr You mer dc 



WAT YOU A(usT Him:/ 



16. Make sure that the corner is plumb 

(that the sides are straight up and 

00\:N - NOT LEANIHG !H OR OUT)-FiG, 9 ^ USE THE LEVEL FOR THIS. 

17. Repeat steps 9-16 with the other 

CORNER 

18. Fast the lime cord amd the line 

CORE . .OCKS AT THE TOP OF THE 1 ST 

COURSE- Fig. 9 Stretch the cord tight. 
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4 



0 



IV HAT you AAUST VO 



WHA T YOU AALBT KK'O'*/ 



19. Apply mortar 1“ thick along the 

LINE BETWEEN TME CORMCRS FiG. 10 



20. Bed the brick along the line- 



The brick is set by striking it with 
the trowel handle until the mortar is 
3/8" thick. 



21. Lay the 2nd and 3rd courses- 



■ pf * Move the lime cord and the line block 




0 



22. Clean the brick Use the trowel to remove surplus mortar. 

23. Using the ioiNT rod, rub the joints 
until they are concave and clean 

24. Clean your equipment akd *»ut away 

YOUR materials SEE THt EXPERIENCE ON MIXING MORTAR 

AND CLEANING UP THE lOn.; SITE. 
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STEPS TO FOLLOv/ in cleaning up the equipment anu the work site after the mcrtar is 

USED OR Df SCARDEO; 



1. Ru;ove the soild waste from the 

MORTAR BOX, THE HOE AND THE TROWEL USE THE HOE TO SCRAPE THE MORTAR BOX. 

2. R'nse the mortar pp::, ike mortar hoe 

/•:•:* the TnO\.LL WITH A STRONG FLOW OF 
WA I ER 

3. Insert the hoe and the trowel in the 

SAND PILE AND RUB THEM BACK AND FORTH-^THIS WILL CLEAN THEM TO A BRIGHT FINISH. 

4. Replace the equipment in the proper 

STORAGE AREA — — > TURN THE MORTAR BOX UPSIDE DOWN. PLACE 




l/JHAT YOU MU^T 



DO THeSB 



THE KANO TOOLS V.'HERE YOU ARE INSTRUCTED. 
Cot OFF THE WATER AND COIL THE HOSE. 



5. Clean up the work site 
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/.?■/ lu'inor^'uo^no:! to 



fV\h:i [c^/y Vim a 



BY MOLLY HE I DEL 



gO/Mg mTBRB^rtNG> FACTS AVP/rr c344^^^Ml- 

1. v/hat kind of v/ork is done? 

Menu planning 
Food purchases 
Food storage 

Food and beverage preparation 
Curb work 

Sales and service of food 
Hostessing 

Dl SH AND POT WASHING 

General cleaning of equipment 

2* V/ORKiNG conditions: 

There is usually a close relation- 
ship WITH other people, Most new res- 
taurants HAVE IDEAL WORKING CONDITIONS, 

VMTH new equipment AND AIR CONDITIONING* 

Old RESTAURANTS, WHICH OFTEN LACK AIR 
CONDITIONING AND HAVE OLD EQUIPMENT, 
GENERALLY HAVE POOR WORKING CONDITIONS. 

3. Salary scale: 

Beginners do mot always start with 

THE MINIMUM WAGE. ThE SALARY STRUCTURE 
IS DIFFERENT V/ITH DIFFERENT JOBS. FOR 
EXAM=*LE, WAITRESSES ARE USUALLY ALLOWED 
TO KEEP TIPS IN ADDITION TO THEIR SALARY. 

4. Type of clothing worn: 

Uniforms ape Rr-iuiRco in almost all 

FOOD SERVICE J03S. SHOES SHOULD BE COM- 
FORTABLE AND NEAT, 
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5* Personal qualihes necessary; 

Han i PUL AT I VE siulls: Efficiency 

AND sprrn are important in most food 

SERVICE OCCUPATIONS. 

Personality characteristics: A 

FOOD SERVICE V/ORKER SHOULD BE FRIENDLY 
AND ALERT TO THE NEEDS OF OTHERS. 

Educational qualifications: A 

HIGH SCHOOL EDUCATION IS DESIRABLE. 

Many areas require very little training. 
However, advanced elulation ;u. ^’AINING 

ARE NECESSARY -OR OTHER AREAS SUCH AS 
MENU PLANNING. 

6. CTHER FACT.S OF INTEREST: 

\/ITH THE ADOPTION OF THE k DAY WORK 
WEEK THE HOSPITALITY INDUSTRY WILL CON- 
TINUE TO GROW. More people will eat 
OUT MORE OFTEN. DEMANDS FOR EMPLOYEES 
WILL INCREASE. 
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rIPST E'iPSRmnS IN c 
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lAL PCJDS WILL U2. 



To OPERATC A DISH MACHINE. YOU V.'ILL 
EE ABLE TO '’PE?ARE THE MArHlMF AND TO USE 
IT FOR WASHING S 1 LV Ein.'AR E , DISHES, AND 
GLASSVxfARE. 



INTPX’DUCTIOr; 



PLEASE READ CAPEFULLYt 



V/ORK (QUIETLY AND QUICKLY. 

Be CAREFUL OF THE BREAKABLE ITEMS. 

Check all dishes, glassware, and 

SILVERV/ARE FOR CLEANLINESS AFTER WASHING 
THEM. 

Be SURE THAT THE \/ATER GAUGE READS 
150 DEGREES FOR WASHING AND DEGREES 

FOR RINSING. PlG* 1 






%% 
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STEPS TC rCLLC'V,’ i .n usi.jg the dish machine: 



TOOLS AND MATERIALS NEEDED: Dish machine racks 

Scrapers 
Hot water 
Soiled dishes 



Dish machine 
Garbage cans 
Dish machine detergent 



WHAT \'OU MU5T PQ what \'oU MUST KiJQW 

Tt> DO TVeSS ST^PS 






1. OEH the doors of the machine AMO 

LOOK INSIDE 



Inside, on the bottom of the machine 
ARE perforated TRAYS (FULL OF HOLES). 
V/HEN THE MACHINE IS FULL, THE WATER 
WILL JUST COVER THESE TRAYS* 



2. Close the doors 



3. Fill the machine with water by 

TURNING THE KNOBS FOUND ABOVE AND 
TO THE LEFT OF THE SINK 



4. 



Check with your instructor to see 

whether DETt.RGENT SHOULD BE ADDED 
TO THE MACHIiME— 



5* Check the temperature of the water--.* 



Some dish machines ado the detergent 
automatically. 

The water gauge should read 150 degrees 
FOR washing and 180 degrees for rinsing* 



6. Scrape all solids from the dishes fig* 2 
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W^T YOU MU^T KNOIV 



VMt you MU^r DO 



7* Put all dishes in their proper 
RACKS. Silver goes in flat bot- 
toms, GLASSES IN GLASS RACK, PLATES, 

SAUCERS, AND FLAT DISHES IN THE END 

OF THE RACK— Fig. 3 For a dish machine to do its best work, 

DISHES MUST BE PROPERLY FED ' NTO THE 
MACHINE. 





8. Slide the rack to the rinsing sink 

AND SPRAY THE DISHES WITH WATER 

FROM THE SPRAY NOZZLE— FiG. 4 ^ KEEP THE DISH WATER CLEAN BY RINSING THE 

DISHES BEFORE THEY ENTER THE MACHINE. 



9 . Slide the rack into the machine 

10. Close the doors 




n. Push the starter button— — — — — j^The machine is automatic. V/hen the light 

GOES out, the DISHES HAVE BEEN WASHED AND 
RINSED. 



12. Store the dishes and the silverware 

IN THE STORAGE AREA OES1C';AT. :d BY 

your instructor—— jjp- Your hands should be clean v/hen handling 

CLEAN DISHES. HANDLE THE DISHES AND THE 
SILVERWARE AS LITTLE AS POSSIBLE. 
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To GRILL A HAMBURGER, HEAT THE BUN, 
APPLY MAYONNAISE OR MUSTARD, LETTUCE, 
TOMATO, ONION AND PICKLE, AND TO ARRANGE 
IT ON A PLATE. 



STEPS 


TO FOLLOW IN MAKING A 


hamburger: 




TOOLS 


AND MATERIALS NEEDED: 


Grill 


Spatula 






Hamburger patty 


Lettuce 






Tomato 


Mustard 






Mayonnaise 


OuiON 



WHAT you MUST Do 



lA/HAT You /v'.Lje r 

to p<3 THB9B &7&P& 



1. Have all materials that are needed 
WITHIN reach OF THE GRILL 



2. Set the grill on 350® 



The switch panel is at the front of 

THE GRILL. THERE ARE FOUR SWITCHES, 
EACH CONTROLLING ^ OF THE GRILL 
DIRECTLY ABOVE IT. FiG. 5 




O 

ERIC 



6 

65 



WHAT\'0UMU^T OO 



IJOHAT YOU hj\U9T KUCVJ 



3. Remove a frozen patty from freezer 

4. Place the patty on the grill 

5. Heat the bun 

6. Fry the patty as the order requests 



^ If there is enough clean space, 

HEAT THE BUN DIRECTLY ON THE GRILL. 

Otherwise, place the bun in the 

STEAM OVEN (YOUR INSTRUCTOR WILL 
OPERATE THE OVEN). 

p * When turning, if you are frying 

SEVERAL HAMBURGERS, TURN EACH ONE 
onto another HAMBURGER TO MINIMIZE 
SPLATTER, Keep the GRILL SCRAPED 
WITH THE TURNER TO AVOID TOO MUCH 
FAT ACCUMULATION, FfG. 6 



WHAT YOU MOOT DO 



WHA T YOU MUS T 



^ ^ -»■ t V * 



7* Take the bum off the grill ai;d 

SPRtAC HAYONNAISE ANo/oR MUSTARD 

ON IT Fig. 7 

3. Opl:h the bun and place it on the 

PLATE 

9. Place the patty on one face of 

THE BUN 



10. Place chopped lettuce, 1 slice of 

TOMATO, AND 1 SMCE OF PICKLE ON 
THE OTHER HALF OF THE BUN 



11. Place a slice of onion beside the 

OPEN HAMBURGER— 




^ Be CAREFUL IN PLACING THE LETTUCE ON 

THE BUN. Chopped lettuce should be 

ON THE BUN - NOT HANGING OFF. A LEAF 
OF LETTUCE LOOKS ATTRACTIVE WHEN IT IS 
OVERHANGING SLIGHTLY. 



^ French fries or potato chips are 
USUALLY served WITH HAMBURGERS. 



12. Keep the plate neat and attractive. 
Wipe greasy spots away before serving. 
Serve the hamburger hot fiq, 8 




Fig. 8 
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BY KATHERN HALE 
EDNA KING 
WILLA DEAN KIRBY 
MARY SIMMERLY 

FACT^ CO^M£TOJ^O^y 

m 

1, What kind of work is done? 

Cosmetology is the art of caring 

FOR THE HAIR* THE SKIN, AND THE NAILS# 

A COSMETOLOGIST MIGHT WORK AS A: 

Hair stylist 
Color technician 
Wig specialist 
Cosmetic technician 
Cosmetic chemist 
Supply distributor 
Instructor 

Salon manager or owner 
Manicurist' 

2. Working conditions: 

The well-eouippeo beauty salon has 
areas '■or shampooing, hair carl, mani- 
curing, facial care, wiggery (service 
AND selling), and THE APPLICATION AND 
SELLING OF COSMETICS. COSMETOLOGISTS 
USUALLY WORK IN MODERN, A I R-CONO I T I ONEO 
BEAUTY SALONS. HOWEVER, SOME OF THE 
SMALLER SHOPS MIGHT HAVE POORER EOUIP- 
MENT. 

3* Salary scale: 

The salary which the beginning 

LICENSED COSMETOLOGIST MAY EXPECT 
VARIES ACCORDING TO THE LOCATION, THE 
CAPABILITY OF THE OPERATOR, AND THE 



DEMAND OF THE CLIENT EL C. USUALLY, 

THE OPERATOR CAN EXPECT A 60% COMMIS- 
SION, The competent cosmetologist 
CAN EXPECT TO EARN FROM $^4,000 TO 
$6,000 PER YEAR. HoV'EVER, AS THE 
OPERATOR ADVANCES IN EXPERIENCE, OPPOR- 
TUNITIES FOR EARNINGS WILL INCREASE. 

4. Type of clothing worn; 

The CONVENTIONAL WHITE UNIFORM, 
PROFESSIONAL SHOES, AND WHITE UMPER- 
GARMENTS ARE ACCEPTABLE FOR GIRLS, 

Young men wear white lab jackets, 

Dark trousers, and dark shoes, 

5, Personal qualities necessary; 

MEiiTAL aptitude: Some sense of 

ARTISTIC PROPORTION IS NECESSARY, A 
WILLINGNESS TO BE COOPERATIVE AND TO 
SERVE THE PUBLIC IS ALSO VERY IMPORTANT, 

Manipulative skill: Finger and 

MANUAL dexterity AS WELL AS A HIGH 
DEGREE OF EYE AND HAND COORDINATION 
ARE NECESSARY. 

Personaiity characteristics: You 

MUST BE able TO COMMUNICATE WELL WITH 
OTHERS, BE EMOTIONALLY STABLE, RESPONS- 
IBLE, BE COURTEOUS, AND WELL«‘ GROOMED, 
Education qualifications; An 
INDIVIDUAL MUST MEET THE REQUIRE- 
MENTS OF THE Tennessee State Board 
TO BE LICENSED TO PRACTICE COSMETOLOGY 

IN Tennessee. The board requires that 
YOU pass both a written and PRACTICAL 
EXAMINATION AFTER HAVING COMPLETED 
1500 CLOCK HOURS OF TRAINING IN AN 
ACCREDITED SCHOOL, WHETHER IT | S AN 

Area Vocational Technical, private or 
PUBLIC SCHOOL. The individual must 
ALSO HAVE A IOtH GRADE EDUCATION, 1N 
ORDER rO COMPLETE THE PROGRAM IN A 
PUBLIC SCHOOL, THE STUDENT MUST BEGIN 
IN HIS SOPHOMORE YEAR, 
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To GIVE A PLAIN MANICURE* 



lhT.ROuUCTlOM — PLEASE READ CAREFULLY: 



The word manicuring is derived from 
THE Latin ’’manus” (hand) and "cura" (care), 

MEANING THE CARE OF HANDS AND NAILS. 

The proficient manicurist must 
POSSESS knowledge of the anatomy of the 
hands, the nails, and the arms. The 
manicurist must also be familiar with 
the cosmetics and the implements used. 
Safety rules to be observed in mani- 
curing: 

1. Keep all containers covered 
and labeled.- 

2. Do not file too deeply into 
NAIL corners. 

3. Avoid excessive friction in 

NAIL BUFFING. 

4. Avoid pushing cuticle back 
too far. 

5. In case of injury apply anti- 
septic. 

6. Do not work on a nail that 

IS DISEASED. 

REFERENCES: 

MILADY STANDARD TEXTBOOK OF 
COSMETOLOGY BY Constance V. Kibbe, 
pp. 63, 65, 69-75. 

THE KEYSTOKE COSMETOLCGY GUIDE 
TO BEAUTY CULTURE BY Aktkohy B. 

Colletti, pp. 165-173. 



f* 
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STEPS TO FOLLOV/ IN setting up the manicure table: 



TOOLS AND MATERIALS NEEDED: POLISH remover, cuticle oil, CUTICLE cream, polish, cotton, 

SOAP, water, clean towel, cleansing tissue, antiseptic, 

DISINFECTANT SPATULA, ORANGE WOOD STICK, NAIL FILE', 

CUTICLE PUSHER, NAIL BRUSH, NIPPERS, SCISSORS, EMERY 
BOARDS, NAIL BUFFER, MANICURE TABLE, PATRON’S CHAIR, 

STOOL, SUPPLY TRAY, FINGER BOWL, COTTON CONTAINER* 



yVHAT you MUST 




i/^rlAr You MU^T KMOW 

TO OO SrBpB 



1. Inventory the tools and the 

MATERIALS 



Make sure that you have all of the 

TOOLS AND THE MA*'ERIALS MENTIONED 
ABOVE* 



2 * 



Arrange your tools and materials 

ON THE MANICURE TABLE ACCORDING 
TO THE DIAGRAM* MANICURE TABLE 

set-up: 

• 1* Towel wrapped pillow 
2* Buffer 
3* Steel file 
4* Emery board 
5* Alcohol 
6* Cotton container 
7* Finger bath 
8* Nail brush 

9* Wet sanitizer containing 

MANICURE IMPLEMENTS 

10* Tray with nail polish 

Fig* 1 




573 



STEPS TO FOLLOW in removing the polish; 



TOOLS AND MATERIALS NEEDED; Towel, polish tray, cotton, polish remover 



WHAT YOU hhUS>r po 1/1/HAT YOU MUST KNOW 

Tb VO THBSB smps 

:> 



1. Saturate a cotton pad with 

POLISH REMOVER ^ 



To prevent spilling, place THE 

POLISH REMOVER BOTTLE IN AN AREA 
AV.'AY FROM ACTIVITY. 



2. Begin with the little finger on 

THE LEFT HAND 

3. Press the cotton pad over the nail 

TO soften the polish — - — 



Nail polish can be returned to 
the fluid state by applying the 
proper solvent. 



4. Move the saturated pad from the 

BASE OF THE NAIL TO THE TIP FiC. 2 



5. Proceed with each nail on the left 
HAND. Repeat these steps on the 
right hand 






STEPS TO FOLLOW IN shaping the nails 



TOOLS AND MATERIALS NEEDED: Emery board or metal file, towel, finger bowl, 

WATER, SOAP 



WHAT YOU Muer po WHAT YOU MU6T KNO W 

TO OO ^TBPS> 

■ ■ - - ■ - 



1, Use the coarse side f the emery 

BOARD TO SHAPE THE NAILS — 



2, File the mails of the left hand, 

BEGINNING WITH THE LITTLE FINGER 

3. Proceed with each nail on the 

LEFT HAND 



File the nail from the corner to the 

CENTER. 

Do NOT FILE TOO DEEPLY INTO THE 
NAIL CORNERS. 

A BACK AND FORTH MOTION TENDS TO 
SPLIT THE NAIL AND CAUSE A FRICTION 
BURN ON THE FINGER. 



Begin with the right hand 



After completing 2 nails on the 
right hand, place the left hand in 

THE FINGER BOWL (FILLED WITH WARM 
SOAPY water) in order TO SOFTEN THE 

CUTICLE. Fig. 3 



5. Finish with the nails on the 
RIGHT hand 



Fig. 3 



PJ-ACe HANP in pINcSSR 

Boivt. To SGPTBH curicpm^- 
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STEPS TO FOLLOW JN preparing the cuticle: 



TOOLS AND MATERIALS NEEDED: Finger bowl, water, soap, cuticle solvent, cuticle 

CREAM OR OIL, COTTON, ORANGE WOOD STICK, TOWEL 



V/HAT YOU M LI^T DO 



WHAT YOU MU^T DUD'' 

-TO t?0 SJBPS 



1, Remove the left hand from finger 

BATH, DRY IT THOROUGHLY 1> 

2, Apply cuticle solvent, beginning 

ON THE LITTLE FINGER OF THE LEFT 

HAND. Apply solvent around the . 
cuticle of each finger 



3. Loosen the cuticle pic. 4 



4. Immerse the filed right hand in 
THE finger bowl 

5. Wrap a thin layer of cotton 
around the sharp end of the 
ORANGE wood STICK AND DIP IT IN 
SOAPY WATER 






The hand must be thoroughly dried. 



Use 1HE SPOON end of the orange wood 

STICK AND GENTLY MOVE THE CUTICLE 
BACK, USING A CIRCULAR MOVEMENT. 




ERIC 



6. Using this cotton wrapped tip, 

CLEAN UNDER THE NAIL FROM THE 

CENTER TOWARD EACH SIDE — — — ►-USS GENTLE PRESSURE# 

7. Apply cuticle oil or cream ^ Apply cream around the sides and the 

BASE OF THE NAIL. MASSAGE THE CUTICLE 
with YOUR THUMB IN A CIRCULAR MOVEMENT. 

8. Remove the right hand from the finger 

BATH. Dry the hand thoroughly ►-Treat the nails of the right hand, 

FOLLOWING THE ABOVE STEPS. 



STEPS TO FOLLOW IN cleaning the nails: 

TOOLS AND MATERIALS NEEDED: Towel, water bath, nail brush 






♦ 



li/HAT YOU MU5T KNOW 

TO PO ^TBFS 



With the wet nail brush, make 

DOWNWARD strokes ON EACH NAIL* 
Wash the cream from each nail# 



Repeat on both hands. 



BRUSH 
PC>1*/NWARi:> 

wm+ weT/-^ 

NAIi. hi 

BRO&H U 

OU 1 

BACH . > 

NAIi- 




WHAT YOU MU^T PO 



1* Brush the nails in the soap 

BATH -Fig. 5 ^ 

2* Dry the hand thoroughly 



STEPS TO FOLLOW IN beveling the nails: 
TOOLS AND MATERIALS NEEDED: Emery board 



WHAT You AAUe>T PO WHAT YOU MUST AV/J?.'. ’ 



1. Examine the nails for defects and 

ROUGH EDGES 

2. Bevel the nails — Fig. 6 With fine side of emery board, 

SMOOTH OUT AMY DEFECTS. 
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STEPS TO FOLLOW in applying the polish: 
TOOLS AND MATERIALS NEEDED: 



Polish remover, polish, (nail buffer, dry polish, 

BUFFING POWDER OR CREAM FOR HEN), ALCOHOL, COTTON, 
TOWEL 






AT YOU m9T DO 



U Clean the nail with polish 

REMOVER 



2, For men only, shake out a small 

AMOUNT OF DRY POLISH ON THE 
BUFFER — 



mkT YOU m^T 

TO DO THBS5 6T&f>5 



If the nail is not properly cleaned 
with polish REMOVER, THE NEW POLISH 
WILL NOT ADHERE TO THE NAIL. 



Buff the nails in a downwa rd stroke 
TO prevent friction. 

To PREVENT A HEATING OR BURNING 
SENSATION, LIFT THE BUFFER AFTER 
EACH STROKE. BUFFING THE NAILS 
INCREASES THE CIRCULATION OF BLOOD 
TO THE FINGER TIPS, SMOOTHS THE 
NAILS, AND GIVES THEM A NATURAL GLOSS 
OK POLISH. 

For men, unless a clear layer of 

POLISH IS DESIRED, THE MANICURE 
IS NOW COMPLETE. 



3. Apply the base coat on the little 

FINGER OF THE LEFT HAND, WORKING 
toward* the THUMB — FiG* 7 — * 



Apply one thin layer of base coat, 
USING 3 strokes; one stroke down 

EACH SIDE OF THE NAIL, THEN ONE DOWN 
THE MIDDLE. ALLOW THIS COAT TO DRY 
THOROUGHLY. 
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T’S 



WHAT YOU MUST DO 



WHAT YOU MUST KmW 



^4. Apply the liquid polish — Apply 2 thin coats, allowinq each coat 

TO DRY THOROUGHLY. USE ONLY 3 STROKES* 

5* On COLORED POLISH, REMOVE A HAIRLINE 

TIP ON THE PREE EDGE OF THE NAIL RUB YOUR THUMB GENTLY AROUND THE FREE 

EDGE OF THE NAIL TO REJ'^VE A JHIN 
STRIP OF i Cl. I r:;. Fig. 8 




6. Apply top or seal coat in one thin 
LAYER. Use ? strokes 



Apply a thin coat of sealer over the 

ENTIRE NAIL. 

Allow the nail to ory thoroughly. 



7* Clean up the area — — - — Clean the im^ -.*ents by applying a 

70% alcohol solution with a cotton 
PAD. Rub the alcohol over all of the 
implements, then place them in a ory 
sterilizer. 

Clean the tops of the polish bottle 
with polish remover. 

Replace used materials* 



’IT'S 





12 




% •• t i V 






*•' A f '=• > 



. i- . • V.."*' 1. ^ . • 



* 



vr^xKOiyy 



/; ’.' 



To SHAPE P INCURLS 



INTRODUCTlCili - i^LLaSE READ CAREFULLY: 



Careful planning and shaping of 

THE PINCURLS (aLSO CALLED SCULPTURE 

curls), vmll result in good lines, 

WAVES, AND CURLS. THE ^iAlR MUST BE 
PROPERLY SHAPED AND WOUND UNIFORMLY 
IN ORDER TO OBTAIN SPRINGY, LONG- 
LASTING CURLS. 

PiNCURLS HAVE 3 PRINCIPLE PARTS: 

BASE, STEM, AND CIRCLE. 

T|>L IS THE STATIONARY FOUNDA- 

TION OF THE CURL ATTACHED TO THE 
SCALP. 

The STEM IS THAT PORTION OF THE 
PIN CURL BETWEEN THE BASE AND THE 
FIRST TURN OF THE CIRCLE. 

The CIRCLE is that part of the 

PINCURL FORMING A COMPLETE CIRCLE. FiG. 9 

REFERENCES: 

MILADY STANDARD TEXTBOOK OF 
COSMETOLOGY BY Comstamce V. Kibbe, 
pp. 113-11^^* 

COSMETOLOGY KEYSTONE GUIDE TO 
BEAUTY CULTURE BY Anthony B. Collett i, 
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STI.rS TO FOLl.OV/ in shaping the curls: 



TOOLS AND WERIALS MELDED: '-fATER, setting lotion, comb, clippies, toi’rl, 

MANNEQUIN, APPLICATOR BOTTLE 



WHA T YOU M UST DO WUA T YOU MUST /^A/O.y 

70 PO THBSS STEPS 



1. Using the applicator bottle, 

APFLY WATER AT THE NAPE SECTIONS 

2. Continue by sections, until all 

OF THE HAIR IS COMPLETELY 
SATURATED 

3. Using the large teeth of the 

COMB, REMOVE THE TANGLES FROM 
THE HAIR 



^ Your mannequin is made of 100% 
HUMAN hair. The mannequin hair 
MAY BE SHAMPOOED, CONDITIONED. 

$£•!•, nrn TD and combed. Fig* 10 




saturate HA(ROav\PteiB£-V 

AMPPIVlOE INTO SECTIONS. 
CPMB PUT TMiOA-eS. 



Beginning at the outside corner 

OF THE EYEBROW, PART THE HAIR 
TOWARD EACH SIDE OF THE CROWN 

AREA —Fig* 11 — — — 



5* Fasten with a clippie 






In steps 4, THROUGH 9 the HAIR 

IS ’’SECTIONED AND RIBBONED*” 



Fig* 11 



PART HAIR 
TO 

CROWN 

AR^A 






V/HAT you MUST / . - : “ 



iA/','-iA T you AAUur i 



V* c * 



6. Using the applicator bottle, 
applt enough setting lotion to 
saturate each HijMR STRAflO FlG* 12 

7, COHB the lotion evenly through 
THE HAIR 



8. Using the large teeth of the 

COMB, SEPARATE OUT A SMALL SECTION 
OF HAIR 

9, Comb this section into a smooth 

STRAND 

10* Wind the hair around the tip of 
your finger^ Fig« 13 



11, Place the curl against the scalp by 

LETTING IT SLIDE OVER THE TIP OF YOUR 



FINGER 




12 . 



Secure with a clippie Fig# i4 
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BY JOAIo< HOTTER 

JEAN CHAPPELL 



SOMS I N(B> PACll^ ASOUHT PlSXRI^UTlVS BPUCATlOtJ 



U V/MAT KINDS OF WORK ARE DONE? 

Distributive Education trains 

INOIVIOUALS FOR EMPLOYMENT IN THE 
FOLLOWING TYPES OF ?USINE$SES: 

General merckanoise stores 

Restaurants 

Service stations 

Automobile dealerships 

Specialty stores 

Grocery and meat markets 

Warehouse wholesalers 

Manufacturers sales jobbers 

Agents and brokers 

Insurance 

Advertising 

Hotel and motel 

Real estate 

Transpcp.tat ion 

Specialty service stores 

Banking 

These occupations deal with 

BUYING, SELL! KG, HERCHANP i S I NG , AD- 
VERTISING, DISPLAY, Tf<^?'r>'’OF.TATJCM, 

PERSONNEL, AND OThEP RETAU. , WHOLE- 
SALE, AND SERVICE FUNCTIONS* 



€5 



2. V/oKKiNc conditions: 



The majority of positions are 

LOCATED IN LARGE CITIES OR SUBURBAN 
AREAS. A FORTY-HOUR WORK WEEK IS 

COMMON. People with seniority in 

DISTRIBUTIVE OCCUPATIONS HAVE REASON- 
ABLY GOOD JOB SECURITY. 

3. Salary scale: 

Employees of large firms engaged 

IN MARKETING AND DISTRIBUTION ARE NOW 
COVERED BY THE MINIMUM WAGE LAW WHICH 
IS SET AT $1.60 AN HOUR. HOWEVER, 

SMALL RETAIL STORES ARE HOT REQUIRED 
TO PAY A MINIMUM WAGE. WHOLESALERS 
ARE REQUIRED TO PAY THEIR EMPLOYEES 

$1.30 AN HOUR. The maximum earnings 

IN THIS ritLD LARGELY 0!< THE 

ABILITIES AND THE ENERGY OF THE WORKER. 

Many of the top personnel ;n marketing 
AND distribution EARN UP TO $25,000 
ANNUALLY. 



4. Type of clothing worn: 

All distributive occupations require | 

NEAT, CLEAN CLOTHING. A SUIT OR JUST A | 

SHIRT AND TIE WOULD USUALLY BE APPROPRIATE ” 

FOR MEN. : 

5. Personal qualities necessary: 

Personality characteristics: People ; 

EMPLOYED IN MARKETING AND DISTRIBUTIVE 
OCCUPATIONS MUST ENJOY WORKING WITH OTHERS 

AND SHOULC BE ABLE TO ADJUST TO CHANGING 1 

EMPLOYMENT CONDITIONS. LOYALTY TO THE ] 

FIRM AND A DESIRE TO SEE IT SUCCEED ARE 

IMPORTANT QUALITIES. | 

Education qualifications: A high J 

SCHOOL EDUCATION IS A REQUIREMENT FOR | 

MOST DISTRIBUTIVE OCCUPATIONS. ADVANCED | 

TRAINING IS NECESSARY FOR MOST PROMOTIONS. | 

i 

5 
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6* Other facts of interest; 



One out of every two employed Americans 

WORKS IM MARKETING AND DISTRIBUTIVE OCCUPA- 
TIONS. In the STATE OF TENNESSEE ALONE 
OVER 250,000 JOBS ARE EXPECTED TO OPEN 
EACH YEAR IN THIS FIELD. NO OTHER FIELD 
OFFERS MORE OPPORTUNITIES TO JOB SEEKERS. 
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■'73li;2 f(R5t iH fiRvi7:ii;':'riv'i3 ppucation iv/ucs: 



To MAKE CHANGE, USING THE LEAST 
NUMBER OF COINS AND BILLS POSSIBLE* 

To DO THIS, YOU AND A FELLOVI STUDENT 
WILL ALTERNATELY PLAY THE ROLES OF A 

SALESPERSON AND A CU^TOrir E> CH.^KG 1 LG 
IMITATION MONEY lOW PUNLHASLo, 

INTRODUCTION — Pl.CASE READ C AREFULLY ; 

I- ■ WIW I HI 

Often a customer vmll give the 

CASHIER MORE MONEY THA’! REQUIRFO FOR 

THE PURCHA'SE* WMEN THIS HAPPENS, THE 
CASHIER MUST GIVE THE CORRECT CHANGE* 

The accepted method of change-making 

USED BY SALESPEOPLE IS THAT OF ADDI- 
TION OR SIMPLE COUNTING* THE CASHIER 
SHOULD NEVER ATTEMPT TO SUBTRACT, 

EITHER MENTALLY OR WITH PAPER AND 
PENCIL, SINCE SUBTRACTION IS BOTH TIME 
CONSUMING AND INACCURATE* 

To MAKE CHANGE YOU SHOULD: 

1* Mention the total of the sale 
AND the AMOUNT RECEIVED FROM THE CUS- 
TOMER* 

2* Mentally start counting with 

THE AMOUNT OF THE SALE SHOWN ON THE 
RECEIPT OR SALES SLIP OR ON THE CASH 
REGISTER INDICATION* 

3* Stop counting when ycu reach 
THE amount that THE CUSTOMER GAVE YOU* 

^* Carefully count the change back 

TO the CUSTOMER BY BEGINNING WITH THE 
AMOUNT OF THE SALE AND COUNTING UP THE 
AMOUNT ADDED AS EACH COIN AND BILL IS 
GIVEN TO THE CUSTOMER, EMPHASIZING THE 
DOLLAR AND CENTS SIGNS* 

S* Thank the customer* 

For example: A customer makes a pur- 
chase TOTALING $6*23 AND GIVES THE 
cashier a $20 BILL AS PAYMENT* INDI- 
CATE VTHAT CHANGE WOULD BE GIVEN TO THE 
CUSTOMER, USING THE LEAS T HtMOER OF 
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COINS AND BILLS POSSIBLE* ReHEHBER 

YOU ARE NOT TO USE PAPER AND PENCIL OR 
TO SUBTRACT* 

1. Accept the $20 bill from the 

CUSTOMER, REPEAT THE AMOUNT OF THE SALE 
AND THE AMOUNT RECEIVED AS **THAT IS 6 
DOLLARS AND 23 CENTS OUT OF $20.“ 

2. Mentally count, beginning with 

$6.23; "2 CEUvs is $6,25; 25 cents is 

$6*50; 50 cents is $7; th.-.le $1 sills 
IS $10; ONE $10 BILL IS $20* 

3. Speaking loudly enough for the 
customer to hear, count the change BACK 
TO the customer by beginning with the 

AMOUNT OF the SALE AND COUNTING UP THE 
AMOUNT ADDED AS EACH COIN AMO BILL IS 
GIVEN TO THE CUSTOMER* 

4* Emphasize the dollar “sign’* 
when counting as * ’SIX DOLLARS AND 23 
CENTS; SIX DOLLARS AMO 25 CENTS; S^FVFN 
♦ DOLLARS; EIGHT DOLLARS; NHf^ DOLLARS; 

♦ TEN dollars; Tl-?nTY DOLLARS. 

5* Thank the customer and enclose 

THE cash REGISTER RECEIPT OR THE SALES 
TICKET WITH THE CUSTOMER'S PURCHASE. 




REFERENCES: 

TIPS ON MAKING CHANGE. National 

^ Cash Register Compamy. 

5 

o 

ERIC 



69 



STEPS TO FOLLW IH roue playing a cashier and a customer: 

TOOLS AND MATERIALS NEEDED: Imitation money 



.IVHAT YOU MUST DO 



what you mu$t know 

TO VO r-Hosm oibf^ 



U You SHOULD PAIR OFF AND DECIDE \ nn 
YOUR PARTNER WHICH OF YOU WILL BE 

THE SALESPERSON FIRST AFTER YOU HAVE FINISHED THE FIRJT 

SET OF PURCHASES, YOU WILL REVERSE 
THE ROLES. 



2 . 




The customer will give the sales- 
clerk THE sum listed UNDER »'AM0UHT 
RECEIVED*’ FOR THE FIRST TRANSACTION 




The SALESPERSON WILL GIVE CHANGE 
FOR THE DIFFERENCE BETWEEN THE 
“AMOUNT RECEIVED” AND THE “AMOUNT 
OF sale” USING AS FEW CO I MS AND 
BILLS AS POSSIBLE 



Follow the 5 steps listed in the 

INTRODUCTION FOR MAKING CHANGE. 



A. The customer will tell the cashier 

WHETHER OR NOT HE HAS GIVEN THE 
CORRECT CHANGE — 



Only the customer should look at 
THE answer SHEET. 



The answer sheet is the last page 
in THIS experience. 




so 
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WHAT YOU t^U9r CC 


f 

V 


WHAT 


5. Repeat steps 2-4 for each 

FOLLOWING transactions* 


OF THE 




Transaction 


Amount 


Amount 


Number 


OF Sale 


Received 


1. 


$ .17 


$ .50 


2. 


1.29 


10.00 


3. 


.81 


1.01 . 


4. 


.39 


20.00 


5. 


.26 


5.01 


6. 


7.57 


10.00 


7. 


3.05 


5.00 


8. 


2.76 


10,00 


9. 


1.59 


20.00 


10. 


9.37 


50.00 


11. 


2.09 


10.00 


12. 


7.53 


8.00 


13. 


3.58 


10.00 


« 

6. Reverse the roles, exchange the 




ANSWER SHEET AND PLAY OUT 


THE 




FOLLOWING PURCHASES; 






Transaction 


Amount 


Amount 


Number 


of Sale 


Received 


14. 


$ .53 


$ 1.00 


15. 


.61 


5.00 


16. 


.59 


1.00 


17. 


1.33 


5.00 


18. 


1.11 


5.00 


19. 


4.87 


20.00 


20. 


13.18 


20.00 


21. 


.28 


10.00 


22. 


4.26 


5.00 


23. 


15.06 


20.00 


24. 


3.54 


20.00 


25. 


2.98 


5.00 





_ - ... 










Follow steps 2-4. 
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A»SV;ER SHfET 
TIPS ON MAKING CHANCE 



Tpahsaction 

Number 


U 


5C 


IOC 


25t 


$1 


$5 


$10 


$20 


1 


3 


1 




1 










2 


1 




2 


2 


3 


1 






3 






2 












k 


1 




1 


2 


4 


1 


1 




5 








3 


4 








6 


3 


1 


1 


1 


2 








7 






2 


3 


1 








8 


4 




2 




2 


1 






9 


1 


1 


1 


1 


3 


1 


1 




10 


3 




1 


2 








2 


• 

11 


1 


1 


1 


3 


2 


1 






12 


2 




2 


1 










13 


2 


1 


1 


1 


1 


1 






14 


2 




2 


1 


• 








15 


4 




1 


1 


4 








16 


1 


1 


1 


1 










17 


2 


1 


1 


2 


3 








18 


4 




1 


3 


3 








19 


3 




1 






1 


1 




20 


2 


1 




3 


1 


1 






21 


2 




2 


2 


4 


1 






22 


4 




2 


2 










23 


4 


1 


1 


3 


4 








24 


1 




2 


1 


1 








25 


2 








2 
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X 
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To CREATE ILLUSTRATtOKS OF FORMAL 

AND INFORMAL DALAHCC# 



INTRODUCTION — PLEASE READ CAREFULLY; 



Display !S any form of honpersohal 

PRESENTATION OF GOODS OR IDEAS TO A 
GROUP. It is usually categorized AS 
A WINDOW DISPLAY OR AS AN INTERIOR DIS- 
PLAY. Its ULTIMATE FUNCTION IS SELLING. 

Display is one of the prime factors in 
MODERN merchandising. IF A DISPLAY 
SELLS THE KEnCHAHnJSc WMICH IT FCATUriE? 
OUICKLY, IT WILL ACCOMPLISH ITS PURPOSE 
AND WILL BE VALUABLE TO THE MERCHANT. 

Attractive displays also build good 
WILL for the store. THE STRENGTH OF 
display is in THE CORRECTNESS OF ITS 
ARRANGEMENT AND IN THE SOUNDNESS OF I S 
DESIGN PRINCIPLES. 

Balance in display is achieved by 

MAKING EACH SIDE OF THE DISPLAY AREA 
EQUAL IN TERMS OF SIZE, SHAPE, COLOR, 

AND OBJECT PLACEMENT. 

Formal or identical balance is 

ACHIEVED BY MAKING EACH HALF OF THE 
DISPLAY IDENTICAL WITH THE OTHER IN 
ALL RESPECTS. 

Informal balance is achieved by 
OPTICAL equality; THE COMPONENTS OF EACH 
HALF OF THE DISPLAY AREA MAY DIFFER IN 
SIZE, SHAPE, COLOR AND NUMBER, BUT PLACE- 
MENT IS SUCH THAT THE DISPLAY APPEARS TO 
BE BALANCED. FOR INFORMAL BALANCE, THE 
HEAVIER ITEMS ARE PLACED NEARER THE CEN- 
TER AND LIGHTER OR SMALL! r> |Ti:MS ARE 
PLACED FARTHER FROM THE CENTER. 





Br:i.ovj art. examplfs of formal and 

INFOPJ'AL DISPLAY LAYOUTS. NCTE THAT IN 
EACH A DOTTED LIME INDICATES THE CENTER 
OF THE AREA* 





{REFERENCES: 

ADVERTISING AND DISPLAYING 
MERCHANDISE BY Samson. 

RETAIL IRG rRlNClPLES AND 
PRACTICE, 5th Edition by Richert, 

ET AL. 
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STEPS TO FOLLOW in creating illustrations of formal and informal balance: 

TOOLS AND MATERIALS NEEDED: Pencil 

4 PENNIES 
3 NICKELS 

5 DIMES 

1 aUARTER 



WHAT YOU AAU5T BO 



ivhat you must 

TO DO THeSE STERS 



1. In the following spaces create illustra- 
tions OF FORMAL OR INFORMAL BALANCE, 
USING AS OBJECTS THE NUMBER AND TYPE 
OF COINS INDICATED BELOW THE SPACE* 

When you have the proper arrangement, 

DRAW AROUND EACH COIN TO LEAVE A 
SKETCH OF THAT ARRANGEMENT* 





■h 

J 



I 




11 

£5 






IVHAT YOU MUST 



V 



l/VKAT YOU MUS 






2# Using the shapes below, sketch in the 
snrcr pROViecD a layout illustratihg 

Ll'ii’.u F0Rr..-.L IKlCRIvAL !)ALAMCi:* 

Use all the shapes shown, aho write 

BELOW THE SPACE WKCTKER YOU ARE USING 
PORKAL CR INFORMAL BALANCE. 




3. After you have fin i sued these exelcises, 

CHECK WITH YOUR INSTRUCTOR TO SEE HOW 
WELL YOU DID 0« THEM. 



’^6 



# 



n 
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To SKETCH DISPLAYS USING THE FOUR 
BASIC DISPLAY ARRANGCMEHTSJ THE STAIR- 

STLF, TKr. ; .;w.;.iL, vi-;:: zic-zag* and the 

REPETIl lOH. 

INTRODUCTION -- PLEASE READ CAREFULLY; 



Four of the most coMr.ONLY used 

ARRANGEMENTS IN DISPLAY WORK ARE THE 
STAIR-STEP, THE PYRAMID, THE ZIG-ZAG, 
AND THE REPETITION. 



The STAIR-STEP IS AN ARRANGEMENT OF 
FIXTURES HOLDING THE MERCHANDISE IN A 
SERIES OF STEPS GOING UP OR OOWH. It IS 
A KARMONIOOS TYPE OF DISPLAY THAT GIVCS 
THE FEELING OF MOTION* 




The PYRAMID ARRANGEMENT IS SHAPED 
LIRE A TRIANGLE WITH A BROAD BASE THAT 
GRADUALLY ASCENDS TO A POINT. TWiS 
TYPE »S COMMONLY USED IN SUPERMARKETS. 



o 

oo 

ooo 



o°o 

ooo 

oooo 

ooooo 



o 

ooo 



The zig-zag arrangement is similar 

TO THE PYRAMID EXCEPT THAT IT, IS NOT 
BUILT DIRECTLY TO THE TOP. iT BEGINS 
WITH A BROAD BASE, BUT ZIGS AND ZAGS 
ITS WAY OP. Department sto>^es often 

use THIS ARRANGEMENT FOR CLOTiUfiG. 




Repetition is an arrangement that 

USES ITEMS OF THE SAME GENERAL NATURE 
AND ALIGNS THEM IN EXACTLY THE SAME 
MANNER, SUCH AS BY HEIGHT, SPACING, OR 

angl:. 






STirS TO FOLLOW in sketching displays using the h host ccmmcn display arrangements: 

TOOLS AND MATERIALS NEEDED: Pencil 

Rulers 



PAT you MU$T liJ'Q 



lA/HAT You //OUT ■ 

TO PO "WeSE STfcps: 



1. In the space provided sketch a display 

THAT USES the ARRAHGEMEMT INDICATED 
AT THE BOTTOM •" 










Use merchandise objects that are easy 
TO draw, such as cans, boxes, or 

CARTONS* 



PVRAMIP 



2 . 



Check with your iNsmucTOR to see how 

YOU 010* 



rbfbtition 






YOUia FOURTO EXPATS I IH piFTf-'lCUTlVr- EPUCATIOM /S? 



To CREATE EXAMPLES OF FIVE MERCHAN- 
DISE DISPLAY ARRANGEMENTS (STAIR-STEP, 
PYRAMID, TIG-ZAG, REPETITION, AND RADIA- 
TION) USING PICTURES CUT FROM MAGAZINES, 
CATALOGUES, AND NEWSPAPERS* 

INTRODUCTION — PLEASE READ CAREFULLY: 

In radiation the elements of design 

ARE SPREAD OUT LIKE RAYS FROM A CENTRAL 

point. This type of design creates interest 
BY having ONE DOMINANT FEATURE FROM WHICH 
THE OTHER ELEMENTS OF THE DISPLAY RADIATE* 
The OTHER FOUR METHODS OF DISPLAY 
ARRANGEMENT WERE EXPLAINED IN THE EXPERI- 
ENCE ON THE FOUR MOST COMMONLY USED 
ARRANGEMENTS IN DISPLAY WORK* 



STAIR-STEP 





SOA? 


SOAP 


SOAP 








<M W 




PYRAKVC> 




ZKJ-ZAG 




REPETITIOM 
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STEPS TO FOLLOV/ iM creating examples of r.ERCHANoisE DISPLAY arrangements: 



TOOLS AND MATERIALS NEEDED: 



Catalogues 

Newspapers 

Paper 



Magazines 

Glue or Scotch tape 
Pencils 



W«AT YOU MU&T VO WMT YOU MU«T 

TO PO ^TB9^ 



1. Clip out any pictures that you feel 

WOULD BE appropriate FOR CONSTRUCTING 
ILLUSTRATIONS OF THE FIVE ARRANGEMENTS 
FOR GROUPING MERCHANDISE. 

2. Paste these cutouts on five separate 

SHEETS OF PAPER TO FORM EXAMPLES OF 
RADIATION, STAIR-STEP, PYRAMID, ZIG- 
ZAG, AND REPETITION DISPLAYS. INDI- 
CATE AT THE BOTTOM OF THE PAPER WHICH 
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{ * J 



^ n-r* • 

t .<1* t » 
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To FOLLOW THE FLOW OF THE GAZE LINE 
THROUGH AN ADVERTISEMENT AND TO RECOGNIZE 
THF SIX MOST COMMONLY USED ADVERTISING 
LAYOUT DESIGNS. 

ir^TRODUCTION PLEASE READ CAREFULLY; 

Certain techniciues are used in 

DESIGNING ADVERTISING LAYOUTS TO DIRECT 
THE EYE SMOOTHLY FROM THE TOP OF THE 
ADVERTISEMENT THROUGH THE CENTER AND 
TO THE BOTTOM. WHITE SPACE, LINES, 

AND THE DIRECTION OF ILLUSTRATIONS AND 
COPY BLOCKS BUILD A STREAM OF INFORMA- 
TION FOR THE READER. BELOW ARE SIX OF 
THE LAYOUT DESIGNS MOST COMMONLY USED: 



♦ 
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STEPS TO FOLLOW IN working with advertising layout designs: 



TOOLS AND MATERIALS liLEDEO: Pencil 

Felt pen 



— ■*" — ■■■ I -*.. — ■ 

H/HAT YOU MK5r PO 



WHAT YOU MUST 

To DO T:i c:r:':3 



* 






1, In the space provided, dravi the 

REVERSE OF THE BACKWARD-S AND THE 
BACKWARD-C DESIGNS SHOWN BELOW. 






1^3 



YOU mor po WAT YOU m&T 



2. EXAKINE the FOLLOVnNG ADVERT }SE- 
MEMTS. A HEAVY LINE HAS BEEN 
DRAWN THROUGH EACH ADVERTISEMENT, 
SHOWING THE FLOW OF THE GAZE LINE* 



'vy> A 





} I 

k j 

....... IW 

w f '\o. traimional 

m liOK- 

' \;|/M 0 P.ji 80 K 

i ' to .school 

/ 

Comfortable and elegant for school— and after 
school. That's the Cricketeer Worsted suit with 
the notural look. Coot, vest ond pants in your 
choice of hopsock, ^.#*orF,fed, shorkskin and 
herringbone. Color possibilities include 
Tobocco^ Olive, C^bridge Grey and Navy with 
pinstripe. 59.95 to 79.95 









7th & Hill 




wm 

'¥m 



LET THERE BE NO DOUBT ABOUT J/f, THIS 
LOVELY CABINET BY LANE 
YOUR RECORDS STRA1GHT\<^ND ORDERLY. 
FOUR SLIDING DOOgSfltt^^UICK ACCESS 
TO DlSCS»^.-»a‘^'X'fs Va**X 25”. IN 
CONTE.VPORARY WALNUT. 59.95 
IN OUR RECORDS. 



*^Vlt80n’8 

126 Vine Street 



A 6ACKVIARD<-C DESIGN 




WAS USED IN THIS AO. 



An ^ DESIGN 
WAS USED IN 
THIS AO. 






H/WAT YOU MU57' pD 



YOU MU or }<uo[v 



3* In the following advertisements, 

DRAW A HEAVY LINE THROUGH EACH AO 
SHOV/IHG THE FLOW OF THE GAZE LINE 
AS WAS DONE IN THE PRECEDING EX- 
AMPLES* 










Open Monday 
night 'til 9 







■ sy/f./zt.** 



■ I 



iyaowAiKUT 



U 

j 
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lASlCATS 



Our swim suits 

e;C' 

mi 

f quite a spla?!;! 

Bo a beauty on any beach 
or pool in these suo*tIn\ed swim 
suits . . . choose from tiny 
bikinis to one and two*piece styles 
... ail basked In the brightest 
of colors . . . solids and prints. 
Sizes for fu&iors and 
misses... 5 to 13, 8 to 18. 

priced from 

SIS 
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VVHATY(^U MtfSr DO 



wm YOU 



♦ 



UJKei's new for Spring? Swiag-erouncJ straps 
liil?ecl-up flat heels, giving a great slant to 



that's fee: hi' 



^ \y 



^ TO TTl 
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on 
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n/HAT YOU HU£>r go you mor k 



Oc V.-nMlNE WHAT OeSIC:; \ AS UST.D IH 

EACH AO* 

5* Show your work to your instructor* 



1C7 



T> 
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To identify the elements of an 
advertisement: the headline, the copy, 

THE illustration, THE STORE LOGOTYPE, 
THE PRICE, AND THE SUBHEADING, 



INTRODUCTION — PLEASE READ CAREFULLY: 



Retail merchants across America 

ARE FACED WITH A COMMON CHALLENGE - 
THEIR SUCCESS DEPENDS ON PROFITABLE 

SALES, There are many factors which 

HAVE AM EFFECT ON WHETHS-R A STORE 
WILL SUCCEED OR FAIL, THE RETAILER 
MUST STOCK AN INVENTORY OF QUALITY 
MERCHANDISE THAT CUSTOMERS NEED AND 

WANT. This merchandise must be 

PRICED AND ATTRACTIVELY DISPLAYED, 

Them the retailer must determine 
THE best method OF ATTRACTING CUSTO- 
MERS TO HIS STORE, ADVERTISING IS A 
MEANS OF ATTRACTING THESE CUSTOMERS, 

Although retailers have mahy different 

ADVERTISING MEDIA AT THEIR DISPOSAL, 
MOST HAVE FOUND THAT THE NEWSPAPER IS 
THEIR MOST POWERFUL SELLING FORCE, 

In recent YEARS MOST RETAILERS HAVE 
SPENT MORE MONEY ON NEWSPAPER ADVER- 
TISING THAN ON ANY OTHER MEDIA. 
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Each good advertisement should 
HAVE FOUR MAJOR ELEMENTS - HEADLINE, 

cc; Y j } i.orn };/'.T 1 oi' 5 a;-d :.Tcnr logo- 
type* The headline should make the 

READER STOP AND WANT TO READ MORE* 

The copy is the selling message of 
THE advertisement AND SHOULD CAUSE 
THE CUSTOMERS TO WANT TO OWN THE 
MERCHANDISE. THE ILLUSTRATION SHOULD 
ATTRACT ATTENTION, CREATE INTEREST 
AND PROVIDE PICTORIAL IDENTIFICATION 
OF THE PRODUCT. THE STORE L OGOTYPE, 
GIVES THE I DENT I FI CYT lOL (u i.L STORE* 
TML price Af.u A SUBHEADING MIGHT 
ALSO blL USED T N. AN ADVERTISEMENT. TME 
PRICE SHOULD BE PROMINENT, BUT NOT 
SCREAMING OUT OVER THE OTHER ELEMENTS* 

The subheading should give pertinent, 

SUPPORTING FACTS AT A GLANCE* 

REFERF.NCESJ 

ADVERTISING AND DISPLAYING 
MERCHANDISE BY Samson* 
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a change from winter to spring. Time to 
give your home and yourself a lift! it's 
so easy to charrjo a room color. Brightefj • , — _ . 
j| up a living room, c’lning room, kitchen 

I or bath. We have everything you need to^ I 

I make your painting project easier to do COP\ 

13 Easy rolling 
Q Easy touch-up 
Q Easy cleanup 
D Easy*to*cloan finish 
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INTERIOR LATEX 
FLAT 

i of .n;» . V. J , ar.c \.e»hngH 
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\ Easy does it this spring ! 

,,, 



EASY-DOES-IT 

STEREO 
LP ALBUM 
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ftCOUUA U.7$ VAIUC 



T#** g»t*i tniena.ne»s . p'^r j At • ftoo^ft Qoutet 

Vftre the 0«vs' • ^efcy faith. Aqj*i*v;s • f*aifi Pat}t. 0t*»^ 
Cn My Mihcf • Johnny Math»t. * S > N<ce • J<m Nabors. 
imehtan**# Pittf Nero, '*fo» Once In My L>fe • Ji/ry Vale. Mv W.iy 
• Aretha franklin, if l Had A Hjnirrer • Bobby V»nfon. ti‘i* 
« Blood, $yvaat and Toara. ' Bmiimg Pnasti * Cet yOur Easy Does it 
mold album today! 
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J- P I I GALLON 



Reg. $7.59 Gallon 



Special Price Goods in May Only 






'Tico Cuziomex Parking 
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T. C. ES5ER COMPANY 

103 Jefferson 5t. Dial 234-6669 
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STEF'S TO FOLLOW in identifying the headline, the copy, the illustration, the store 

LOGOTYPE, THE PRICE, AMO ANY SUBHEADING; 

TOOLS AND MATERIALS NEEDED: Pencil 



YOU MU&r VD 



WHM YOU mG~c 






TO 90 



J 



1. FINj the headline, the COPY, TKF 

ILLUSTRATION AND THE LOGOTYPE IH 
EACH OF THE FOLLOWING ADVERTISEMENTS 

2* Circle the headline and make it 

“HEADLINE” 

3. Circle the copy and mark it “copy” 

A. Circle the illustration and mark it 
“illustration” 



5. 

6 . 

7. 

8 . 



Circle the logotype and mark it 

“LOGOTYPE” 

Circle any subheading 
Circle the price 

Show your work to your instructor 




Sent CtjVf rs^^Convcrtible Tops^Fioor MBts 

DISCOUNT CAR CARE CENTERS 



Genuine 100% Permacleaf 

Plastic Rear Windows 



For most any American Convertible 




Replace your winilf>w NOW at 

this sale prif - ai.d m^airc your Installed Free 

driving safety und comfort! 
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To CREATE AN ADVERTISEMENT, USING 
YOUR KHOVfLEOGE OF THE ELEMENTS OF AOVER- 
TlSnJG /.J;u TIiL BASIC LAYOUT DESIGNS. 

INTRODUCTION PLEASE READ CAREFULLY t 

In earlier experiences, you have 

LEARNED THE ELEMENTS OF ADVERTISEMENTS 
(headline, copy, illustrations, STORE 
LOGOTYPE, PRICE, AND SUCHEADING), AND 
THE SIX BASIC ADVERTISING LAYOUT DE- 
SIGNS. In THIS PROJECT YOU WILL CREATE 
AN ADVERT I SEKENT INCORPORATING THESE 
SIX ELEMENTS AND ONE OF THE BASIC LAY- 
OUT DESIGNS. 



% 
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STEPS TO FOLLOV/ ni creaung an advertisement 



TOOLS AND MATERIALS NEEDED: 



Pencil 

Ruler 

Eraser 

Ao layout sheet 



Glue 

Scissors 

Desk 



Wf/AT you /WU5T 



U/flAT '^CUM.USt' 

TO po ^7^5 



1. Using the product information given 

BELOW, PREPARE AN ADVERTISEMENT, THE 
AT> layout sheet AND THE ILLUSTRATION 
WILL BE PROVIDED BY YOUR INSTRUCTOR, 
but YOU MUST DESIGN YOUR OWN HEAD- 
LINE, SUBHEAD COPY AND LAYOUT, UTI- 
LIZING THE LAYOUT DESIGNS LEARNED IN 
YOUR EARLIER EXPERIENCE. 

2, Check with your instructor to see how 

WELL YOU DID, 



Product Data 

1, Type of product: Acme Portable 

Television 

2, Selling price: $89*50 

3, Product features: 

A, 9-inch picture measured diagon- 
ally 

B, WEIGHS JUST 15 POUNDS 

C, REMOVABLE SUN SHIELD FILTERS OUT 
SUN GLARE, IMPROVES OUTDOOR VIEWING 

D, TRANSISTORIZED 

E, RECEIVES ALL VHF AND UHF CHANNELS 

F, EARPHONES FOR PRIVATE LISTENING 
G* HIGH-IMPACT PLASTIC CABINET 

H. INCLUDES EXTRA THIRD STAGE OF 
PICTURE-BOASTING IF POWER 

I. IMPACT CABINET IS X 9 X 

9 3A inches high 

J. 110-120 volts, AC 

K. includes 17 FOOT POV/ER CORO WHICH 
WILL PLUG INTO CIGARETTE LIGHTER 

L. INCLUDES RECHARGEABLE BATTERY FOR 
OUTDOOR USE 
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BY CHARLuS G* PETERS 



SOM^ /NT^R^^l"f N(3- F:".r-r / ' \yi/TPt<.-U‘nU(3 - 

1* What kino of work is done? 

There are many specialized types 

OF DRAWING.* THOSE MAINLY USED IN THIS 

LOCALITY are: 

© Architectural — used in the design 

OF BUILDiNGS. 

© Mechanical — used in the design of 

MACHINES. 

O Map •— HIGHWAY designing, property 

MAPPING, ETC. 

O Sheet metal used in the heating, 
ventilating, AND AIR-CONDITIONING 
INDUSTRIES. 

© Structural — used in the design of 

BRIDGES and IN THE DESIGN OF BUILDINGS. 

e Electrical— used in the design of 
electrical appliances. 

© Tool and die — used in the design 
of uigs and fixtures for machine shop 
work, in the design of punch and die sets, 

AND IN THE DESIGN OF MOLDING DIE SETS. 

© Aeronautical — used in the design 

OF AIRCRAFT. 



A DRAFTSMAN GRAPHICALi. ' REPRESENTS A 
PART OR AN OBJECT SO THAT ANOTHER SKILLED 

Draftsman in another field can build it or 
PRODUCE IT. This might be building a 

PART TO A CAR, SUCH AS THE STEERING WHEEL. 

These parts might be built or produced at 

THE SAME PLANT OR COMPANY WHERE THE 
DRAWING WAS MADE, OR THEY MIGHT BE PRO- 
OUCEO HUNDREDS OF MILES AWAY. 

The draftsman must also dimension 
(draw to scale) and figure the strength 

1 

117 



o 







o 




or THE PART. He might have to go to the 
JOB AND MAKE THE MEASUREMENTS TO BE ABLE 
TO DO THIS. 

2. Working conditions: 

The draftsman who is paid 
HOURLY USUALLY BEGINS WORK AT 8:00 
AND WORKS UNTIL ^4:30 OR 5:30, DEPEND- 
ING ON HOW MUCH TIME HE SPENDS ON 
HIS LUNCH HOUR AND HIS BREAKS. THE 
DRAFTSMAN WHO IS ON A MONTHLY SALARY 
IS EXPECTED TO WORK FROM 8 TO 12 
HOURS A DAY, AND MIGHT WORK ON 

Saturdays or Sundays with no extra 
PAY. Since he does not have to work 
long hours every day, this USUALLY 
AVERAGES OUT TO ABOUT 48 HOURS A VIEEK. 

The DRAFTSMAN MIGHT BE WORKING 
IN A LARGE OFFICE WITH MANY OTHER 
DRAFTSMEN OR HE MIGHT BE AT A SMALL 
PLANT WHERE HE IS THE ONLY DRAFTSMAN. 

He MIGHT HAVE THE LATEST EQUIPMENT, 

OR HE MIGHT HAVE OBSOLETE EQUIPMENT. 

3. Salary scale: 

The salary scale varie.s. In 

THIS LOCALITY IT STARTS AT $80.00 TO 
$ 150.00 A WEEK AND GOES TO $200.00 
TO $ 250.00 A WEEK. There are many 
STEPS OF advancement. FOR INSTANCE, 

IN MECHANICAL DRAFTING, IT MIGHT BE 
DRAFTSMAN C, DRAFTSMAN B, DRAFTSMAN A, 
AND PROJECT ENGINEER. THESE STEPS 
NOT ONLY VARY FROM ONE TYPE OF DRAFTING 
TO ANOTHER, BUT CAN VARY FROM COMPANY 
TO COMPANY WITHIN THE SAME TYPE OF WORK. 

4. Type of clothing worn: 

The type of working clothes 

worn by a DRAFTSMAN WILL VARY AMONG 
COMPANIES. A DRESS SHIRT AND TIE IS 
ALWAYS ACCEPTABLE AND IS EXPECTED BY 
SOME COMPANIES. FaNT SUITS WOULD BE 
MORE IN ORDER FOR WOMEN. 
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5. Personal qualities necessary: 

Personality characteristics: The 

DRAFTSMAN MUST BE ABLE TO SIT AT A 
DRAWING BOARD FOR AS LONG AS 8 HOURS, 

He SHOULD BE NEAT AND ORDERLY, DEPEND- 
ABLE, COOPERATIVE WITH HIS FELLOW 
WORKMEN, industrious, WELL GROOMED, 

AND POSSESS POSITIVE WOfti; ATTMUDES, 

Manipulative skills: The draftsman 

SHOULD BE ABLE TO SKETCH OR DRAW WITH 
SPEED, ACCURACY, AND NEATNESS. 

Educational qualifications: Many 

OF THE BETTER STUDENTS WILL BE ABLE 
TO GO DIRECTLY INTO INDUSTRY AFTER 
THEIR HIGH SCHOOL DRAFTING EXPERIENCE# 

Others will need to attend one or two 

YEARS OF TECHNICAL SCHOOL AFTER HIGH 
SCHOOL GRADUATION. 

6. Other facts of interest: 

Those persons interested in drafting 

OR IN ENGINEERING AS A VOCATION, SHOULD 
TAKE DRAFTING. THE COLLEGE OF ENGINEER- 
ING OFTEN DOES NOT TEACH DRAFTING AND 
EXPECTS THE HIGH SCHOOL TO TAKE UP THE 

GAP. The engineer who does not get 

DRAFTING IN HIGH SCHOOL MAY FIND HIMSELF 
GOING TO THE STATE AREA VOCAT I ONAL- 

Techmical School for this course after 

HE HAS HIS COLLEGE DEGREE. 
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To DEVELOP ENOUGH SKILL IN FREE- 
HAND SKETCHING THAT YOU WILL BE ABLE 
TO SKETCH THE TOP, FRONT, AND RIGHT- 
SIDE VIEV/S OF OBJECTS IN MULTIVIEW 
PROJECTION 



INTRODUCTION — PLEASE READ CAREFULLY: 

Since a draftsman must often go 

OUT INTO THE SHOP OR EVEN SEVERAL 
MILES FROM THE SHOP TO OBTAIN INFOR- 
MATION FOR A DRAWING, THE ABILITY TO 
DO FREEHAND SKETCHING IS A NECESSARY 
PART OF THE DRAFTSMAN’S TRADE. 

The ONLY MATERIALS NEEDED FOR 
SKETCHING ARE PAPER, A SOFT PENCIL, 
AND AN EIJASER* 

PROPORTION AND SCALE: Sketching is 

NOT DONE TO SCALE . ALL VIEWS ARE 
DRAWN OR SKETCHED PR OP ORT I ONALLY 
TO EACH OTKtru DO NOT DRAW TilL TCP 
Vlt:\.’ LONGER IN LENGTH THAN YOU DRAW 
THE FRONT VIEW OR DO NOT DRAW THE 
RIGHT-SIDE VIEW TALLER THAN YOU DRAW 
THE FRONT VIEW. THE MOST IMPORTANT 
RULE IN SKETCHING IS TO SKETCH ALL 
V I EWS PROPORTIONALLY. 



PROJECTIONS: In drafting there are 

FOUR TYPES OF PROJECTIONS, BUT THIS 
EXPERIENCE IS ONLY CONCERNED WITH 
MULT.IVIEW PROJECTION. (FIG. 1 & 2) 
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An object has six possible views- 
These views hake up what vie sometimes 

REFER TO AS THE GLASS BOX* THIS IS 
A TRANSPARENT BOX WITH THE VIEWS OF 
THE OBJECT PROJECTED TO THE OUTSIDE 

PLANES. This glass box will unfold to 

GIVE YOU THE CORRECT POSITION OF THE 
VIEWS ON YOUR PAPER* (FIG* 3 & 





As STATED, THERE ARE SIX POSSIBLE 
VIEWS OF AN OBJECT, BUT THESE SIX V « EWS 
ARE NOT ALWAYS NECESSARY TO COMPLETELY 
DESCRIBE AN OBJECT* M"ST OBJECTS WILL 
ONLY NEED TOP, FRONT, AND RIGHT-SIDE ’ 
VIEWS, (fig* 5 ) 
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Cylindrical odjects 

ONLY MCEO TWO VIEWS, (f 



WILL USUALLY 

G. 6 & 7) 




♦ 






No ONE VIEW OF AN OBJECT CAN SHOW 
MORE THAN TWO DIMENSIONS. A FRONT 
VIEW SHOWS LENGTH AND HEIGHT, A TOP 
VIEW SHOWS DEPTH AND LENGTH, AND A 
RI6HT~SIDE VIEW SHOWS HEIGHT AND DEPTH* 

(fig. 8) 



LINES; Lines have different meanings. 

A SOLID LINE means THAT THE SURFACE 
OF THE OBJECT IS VISIBLE TO THE EYE, 

AMO THUS IS KNOWN AS A VISIBLE LINE. 
A^BROKEN line means that THE SURFACE 
IS HIDDEN TO THE EYE AND THUS IS KNOWN 
AS A HIDDEN LINE. (FIG. 9) 

All lines except construction lines 

SHOULD BE DARK. (FIG. 9) HORIZONTAL 
LINES, WHICH ARE THOSE GOING ACROSS 
THE PAPER, ARE DRAWN FROM LEFT TO RIGHT. 

Vertical lines, which are those going 
FROM the top to THE BOTTOM OF THE 
PAPER, ARE DRAWN FROM TOP TO BOTTOM. 
iNCLINED LINES, WHICH ARE STRAIGHT 
LINES GOING IN ANY DIRECTION OTHER 
THAN VERTICAL OR HORIZONTAL, ARE DRAWN 
HORIZONTALLY OR VERTICALLY, WITH RESPECT 
TO THE DRAFTSMAN, BY TURNING THE PAPER. 



F/g.8 



Top 


f 

Depth 
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STCPS TO FOLLOV/ in sketching the top, front, and right-side views of oojects 
IN multiview projection: 

TOOLS AND MATERIALS NEEDED: Pencil, paper and eraser 



WHAT YOU MUST DO 



1. Position block 



WHAT YOU MUST KNOW 

TO DO THESE STEPS 



Place block so that you are looking 
DOWN on top of it. BLOCKS WILL D£ 
LABELED TOP, FRONT, AND RIGHT-SIDE. 

(Fig. 10)' 



3 





2 . 



3. 



Draw the back surface ^ Line eyesight up parallel to back 

SIDE AND PERPENDICULAR TO TOP SUR- 
FACE. Back side is a flat surface 

AND ONE STP.AIGHT LINE WILL REPRESENT 




Draw front surface — - ^ Realign eyesight parallel to front 

SURFACE. Like the back surface, 
this also is a straight line. 






These surfaces can also be represented 
BY straight lines. THIS COMPLETES 
THE TOP VIEW. (Fig. 1 1) 





4. Draw 4 remaining surfaces in 
TO^ VIEW —————— 



WHAT YOU MUST DO 



WHAT YOU MUST {ir.'£l7 



/ 



5* Draw hidden lines 






The hidden lines represent the cut- 
out ON THE BOTTOM OF THE BLOCK. 
(Fig. 12) 







6 . 



Draw front view, placing it on your 

PAPER DIRECTLY BELOW THE TOP VIEW L**- AS WITH THE TOP VIEVf, THE FRONT 

VIEW IS DRAWN BY ALIGNING YOUR EYE- 
SIGHT ALONG EACH OF THE 12 SURFACES 
IN THIS VIEW. Note that there are no 
r HIDDEN LINES IN THE FRONT VIEW. 

(Fig. 13) 



Fi^.l3 



FPONT VIBF/ 
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7. Connect the surfaces of the 
TOP and front views with 

CONSTRUCTION LINES — ^ CONSTRUCTION LINES ARE NOT AS 

DARK AS OTHER LINES. (FiG. lA) 
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8# Draw RIGHT-SIDE view placing 

IT CM YOUR PAPER TO THE RIGHT 

or THE FRONT VIEW 1-*— USE THE SAME METHOD FOR THE 5 

VISIBLE SURFACES AND THE 1 HIDDEN 
SURFACE THAT WAS USED IN THE TOP 
AND FRONT VIEWS. (FIG. 15 ) 




9. Connect surfaces of the front 

AND RIGHT-SIDE VIEWS WITH 

construction LINES — — !n THE COMPLETED MULTI VIEW PROJECTION, 

THE TOP, FRONT, AND RIGHT-SIDE VJEWS 
SHOULD APPEAR IN THE POSITIONS SHOWN 
IN THE ABOVE ILLUSTRATION. (FIG. 15 ) 

% 
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■^0 RECOGHIZE AMO BECOME FAMILIAR 
WITH THE FOLLOVHNG TOOLS AND MATERIALS; 

1. Drawing board 

2. Set of Instruments 

3. T-SnUARE 

4. 45® Triangle 

5. 300 X 600 Triangle 

6. Ames Lettering Guide 

7. A'rchitects Scale 
•S. Engineers Scale 

9. Irregular Scale 

10. Protractor 

11. Irawing Pencils or Mechanical Pencils 

12. Pencil pointer 

■V 

13. Pencil eraser 

14. Erasing shield 

15. Cleaning eraser (art gum) 

16. Drawing paper 

17. Drafting tape 

18. Dusting brush 

19. Inking instruments 

20. Pen staff | 

21. Pen points 

22. Drawing ink 

23. Dust cloth 

24. Tracing paper 

25. Tracing cloth 

26. Glass cloth 

27. Drawing film 



INTRODUCTION — PLEASE READ CAREFULLY 



ORAV/ING MEDIA: The five types of drawing 

MEDIA ARE DRAVilNG PAPER, TRACING PAPER, 
TRACING CLOTH, GLASS CLOTH, AND DRAWING 
FILM. 

O Tracing paper is a thin transparent paper 

WHICH IS EITHER LEFT IN ITS NATURAL STATE 
OR treated with some TRANSPARENT! zing 
AGENT, The treated papers are called 
VELLUMS WHILE THE UNTREATED TYPES ARE 
CALLED NATURAL PAPERS. OF THESE FIVE 
MEDIA, TRACING PAPER IS THE MOST COM- 
MONLY USED. 

O Tracing cloth is a transparenti zed fabric 

AND IS used V/HEN THE ORIGINAL TRACING HAS 
TO BE PRESERVED FOR A LONG PERIOD OF TIME 

O Glass cloth is a transparent material 

WHICH HAS BEEN IMPREGNATED AND PROCESSED 
TO PROVIDE AN EXCELLENT DRAWING SURFACE. 

Because of its high dimensional stability 

IT IS USED EXPENSIVELY IN INDUSTRY FOR 
TOOL DRAWINGS OF JIGS, FIXTURES, DIES 
AND FOR MAPS AND SHOP LAYOUTS. 

© Drafting films are extremely transparent 
AND can withstand USAGE THAT WOULD NOR- 
MALLY DESTROY OTHER DRAFTING MEDIUMS. 

Non-graphite pencils can be .used on it. 

© Drawing paper i's^ opaoue. Of these five 
types of drawing media, it is THE ONLY 

ONE WHICH CANNOT BE USED FOR BLUEPRINTS. 

PENCIL LEADS; Pencil leads come in the 
following GRADES: 

• Hard - 9H, 8H, 7H, 6H, 5H, 4H 
C Medium - 3H, 2H, H, F, HB, B 

• Soft - 2B, 3B, 48, 5B, 6B, 7B 

6H, 5H, 4H in THE HARO GROUP AND ALL OF 
THE MEDIUM GROUP ARE THE LEADS NORMALLY 

USED BY Architectural and Mechanical 
Draftsmen. The soft leads have a ten- 
dency TO SMEAR. The hard leads will 

HOLD a POINT LONGER, BUT SOMETIMES ARE 
NOT DARK ENOUGH. THE LEAD THAT YOU USE 
DEPENDS UPON THE HUMIDITY, THE PRESSURE 
THAT YOU APPLY, THE MANUFACTURER OF THE 
LEAD, AND THE DUALITY OF THE PAPER. 
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CARE OF THE DRAV/r'G; It is easy to smear 

THE DRAWING OR TEAR THE PAPER BY PUSHING 
A TRIANGLE, A PARALLEL BAR, A SCALE, A 
BOOK, OR YOUR HANDS OVER THE DRAWING. IT 
SHOULD BE NOTED THAT THIS DkAV.MNu WILL BE 
PLACED IN A PERMANENT FILE FOR USE OVER 
and over AGAIN. IT SHOULD BE HANDLED WITH 

‘ . CARE. Here are some rules to follow: 

Never rus your hand over the drawing. 
Use a brush or a cloth. Your hands get 
sweaty AND will SM’^AR THE DRAWING. 

Never push your hand, triangle, 

PARALLEL BAR, SCALE, OR b60K OVER THE 

DRAWING. Always pick up the item before 
YOU MOVE it. 

V/HEN ERASING ALWAYS USE AN ERASING 

SHIELD. This keeps your hands off the 

DRAWING. 

When sharpening the pencil point, 

ALWAYS CLEAN THE POINT ON A CLOTH OR A 
PAPER TOWEL BEFORE USING IT AGAIN. 



\ 



Before ouitting work for the day, 

ALWAYS MAKE SURE THAT THE DRAWING IS 
COVERED UP OR TAKEN OFF THE BOARD AND 
PUT AWAY IN ITS PROPER PLACE, 

Make sure that the EauiPMEMT i$ 

ALWAYS CLEAN, WASH IT WITH SOAP AND 
WATER AND DRY IT WITH A PAPER TOWEL, 

Do NOT DROP YOUR TOOLS OR EQUIP- 
MENT ON THE FLOOR, 

Do HOT APPLY TOO MUCH PRESSURE ON 
THE PENCIL, Too MUCH PRESSURE CAN CUT 
THROUGH THE PAPER SO DEEPLY THAT IT 
CANNOT BE ERASED, REVISIONS ARE NEEDED 
FROM TIME TO TIME ON A DRAWING, THERE- 
FORE, A GREAT DEAL OF CARE SHOULD BE 
GIVEN TO THE CORRECT AMOUNT OF PRESSURE, 

When you are cutting too deep, you hay 

NEED TO LET U? ON THC PRcSSUHE ANO/OR 
GO TO A SOFTER LEAD. 
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LU!£ WIDTH: LiHES should be oravin a 

SPECIFIC WIDTH. THE APPROXIMATE WIDTHS 
FOR DIFFERENT LINES ARE SHOWN BElOWt 

A. Visible lines should be approximately 
.020 WIDE (Use a 2H pencil). 

B» Hidden lines should be approximately 
•015 wide (Use a mH pencil). 

C. Cfhter lines should be approximately 
•OiO WIDE (Use a 6li rciiciL). 

0. Phantom lines should be approximately 
-010 wfoE (Use a 6h pencil). 

E. Dimension lines and extension lines 
should be approximately .010 wide 
(Use a 6H pencil).. 

F. SECTION LINES should BE APPROXIMATELY 
.A10 WIDE (Use a 6H pencil). 

One thing to remember is that all 

LINES EXCEPT CONSTRUCTION LINES ARE 
DARK, BUT THAT THEY VARY IN WIDTH 
ACCORDING TO THE TYPE OF LIKE BEING 
DRAWN. 



13 

1^3 



TOOLS: The T-square or the parallel 

RULING STRAIGHTEDGE IS AN INSTRUMENT 
USED TO ORAV7 HORIZONTAL LINES OR TO 
GUtOE THE TRIANGLE IN DRAWING VERTICAL 
OR INCLINED LINES. 

The triangle is an instrument used 

FOR DRAWING VERTICAL OR INCLINED LINES. 

scale is AN INSTRUMENT USED FOR 
MAKIKG Mt■AGU^^^HENTS. THESE MEASUREMENTS 
WILL EITHER FiE FULL Sl;-.i;, LViCCtL 5IZE 
OR ENLARGED SIZE. THERE ARE SCALES 
AVAILABLE TO FIT EACH PEED. In THIS 
EXPERIENCE, YOU ONLY HAVE THE ARCHITECT’S 
SCALE TO WORK WITH* 

The ARCHITECT’S SCALE HAS A WIDE 
RANGE OF SCALE REDUCTIONS. THE BASIC 
MEASURING SCALES ON THIS INSTRUMENT AREI 

1 / 8 , 3 / 32 , 3 / 16 , 1 / 4 , 3 / 8 , 1 / 2 , 3 / 4 . 1 , 

1 ^» 3 AND FULL SIZE. 

The decimal scales are made with 
SCALES OlViULJ IHTO 10 , 20 , 30 , 40 , 50 , 
AND 60 PARTS PER INCH. THIS FiEALS THAT 
AN EDGE MARKED 20 HAS HAD EVERY INCH 
SUBDIVIDED INTO 20 PARTSr 

The set OF drawing instruments 

INCLUDES A SMALL COMPASS, A LARGE COMPASS 
DIVIDERS, BOW DIVIDERS, AND A RULING PCN. 

The compass is used for drawing 

CURVED LINES OR CIRCLES. 

The DIVIDERS are used for setting 
off distances or transferring MEASURE- 
MENTS. 

The ruling pen is used for inking. 
You SHOULD develop ACCURACY, NEAT- 
NESS, speed, and LEGIBILITY WITH THESE 
INSTRUMENTS. 



REFEnEKCES: 

TECHNICAL DR;a/!NG by Giesecke, 
Mitchell, Spencer and Hill - Chapter 2 . 

ENGINEERING DRAWING BY Grant - 
Chapter A. 
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STEPS TO FOLLOW in placing a comical point om a pencil lead: 



TOOLS AND MATERIALS NEEDED: Pencil pointer 

Pencil (wood pencil or mechanical pencil) 



WHAT YOU MUfT DO 



WHAT YOU MUST KNOW 

To DO sr^Ps 



1. If you are' using a mechanical pencil 

PLACE THE LEAD IN THE PENCIL LEAVIMC 
ABOUT 3/8" EXPOSED* IF YOU ARE USING 
A WOOD PENCIL SHARPEN THE PENCIL 
LEAVING ABOUT 3/8" OF LEAD EXPOSED 

2. Place the pencil in the pointer and 

ROTATE IT UNTIL A POINT HAS BEEN 
PLACED ON THE LEAD F|G. l6 



3* Clean the point on a paper towel 

OR A CLOTN 




t>THE POINT SHOULD BE CLEANED TO HELP YOU 
KEEP YOUR DRAWING CLEAN* 



4. 



Hold the pencil vertically* With a 

FEW ROTARY MOTIONS ON THE PAPER, WEAR 
THE POINT DOWN SLIGHTLY TO THE DESIREt] 

SHAPE—————————™———— Ss^THIS step is IMPORTANT TO HELP YOU GET 

THE OESiREO WIDTH OF LINE* YOUR 
INSTRUCTOR OR A STUDENT ASSISTANT WILL 
AID YOU IN GETTING A POINT APPROPRIATE 
TO YOUR WORK* 
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STEPS TO FOLLOW u: taping youi: paper to thf drawing board 



TOOLS AND MATERIALS NELDLDj Drawing board 

Parallel ruling straightedge 
Drafting tape 

SliECT CF PAPER 



lA/HAT YOU mer do 



WHAT Y-Li /viU£p r KNC 
10 VO TH£5f5 57BFS 



1. V*ash your hands before touching the 

PAPER 



2 . 



3. 



Line up the bottom of the pAPEf- with 
A T-square, a parallel ruling straight- 
edge OR A DRAFTING MACHINE—————-^ 



Tape all four corners Fig. 17 



The EOTTO.*i OF THE PAPER SHOULD BE 
PARALLEL TO THE BOTTOM OF THE ORAV/IHG 




STEPS TO FOLLOW IN drawing vertical liwesi 



TOOLS AND MATERIALS HEEDED: Drawing board 

30® X 60® TRIAfITl.E Of? hi;0 TLI/.JJGLE 

Parallll ruling stuaighteoge 
Pencil 

X 11 SHEET OF PAPER 

Eraser 



WHATyou mu^t do what you must Kuaw 

TO PO T’hHSe'0 57&P^ 



U For right-handed individuals place 

THE VERTICAL EDGE OF THE TRIANGLE 

TO THE LEFT SIDE OF THE BOARD— — — TH I S HELPS TO KEEP THE DRAWING NEATER 

SINCE YOUR HAND MOVES OVER THE TRIANGLE 
INSTEAD OF OVER THE PAPER AS YOU DRAW 
THE LTKi:. Fig. 18 

2* With the pencil tilted at about 60® 

MOVE it from the BOTTOM OF PAPER TO 

THE TOP# Rotate the pencil as you 

MOVE it————™———™ — IH FREEHAND SKETCHING YOU WERE TAUGHT 

TO MOVE YOUR PENCIL FROM THE TOP OF 
. THE PAGE TO BOTTOM, BUT IN DRAWING WITH 
INSTRUMENTS IT IS THE OPPOSITE . ROTATING 
THE PENCIL HELPS TO KEEP A POINT ON THE 
LEAD. 
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STEPS TO FOLLOW in drawing horizontal lines: 

TOOLS AND KATERIALS NEEDED; Drawing board 

Parallel ruling straightedge 

Pencil 

X 11 SHEET OF PAPER 

Eraser 



what you MU9T DO 



U Place a parallel ruling straightedge 

AT THE PLACE ON THE PAPER WHERE YOU 
WANT TO DRAW HORIZONTAL LINE 

2. Move a pencil tilted at about 600 

FROM LEFT TO RIGHT WITH THE PARALLEL 
RULING STRAIGHTEDGE AS A GUIDE, 
ROTATING THE PENCIL AS TOU MOVE 

Fig. 19 



WHAT You MUST KWOW 

TO po 




STEPS TO FOLLOW IN reading a full size scale: 

TOOLS ANO MATERIALS NEEDED: Architect’s scale 

Pencil 



1. Look at the following illustrations. 

Note; 19/32 comes halfway between 

9/l6 AND s/8— Fig. 20 ^ A full-divided architect’s scale has 

16 EOUAL parts per INCH MARKED ON THE 
scale. For more 'precise measurement 

EACH OF. THE l6 PARTS CAN BE MENTALLY 
DIVIDED 4NTO 4 MORE EQUAL PARTS. THIS 
GIVES YOU 64 DIVISIONS PER INCH. 

The steel scale used by machinists has 
64 divisions per inch narked. However, 
THE architect’s SCALE HAS ONLY l6 OIVI- 
Fic. 20 SIONS PER INCH HARKED ON THE SCALE. 
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H/HAT YOUMLt^T DO 



WHAT YOU MUST I^NOW 



2* Place your architect’s scale on each 

OF THE FOLLOVMNG LINES 

3* Measure and record the length or 

EACH LIME FlC* 21 B* SURE TO READ THE SCALE WITH AM 

ACCURACY TO THE NEAREST l/64. TO 
OBTAIN THIS ACCURACY WITH THE ARCHI- 



TECT ’ S t t.\L L , YOU MUST t ' : V/ t LT DIVIDE 

THE SMALLEST MARKED DIVISION ON THE 
SCALE INTO 4 SMALLER SECTIONS, 




WELL YOU DIO 



19 

o las 

ERIC 






I 




:> 



YOUt^ n-HRP 






♦ i 



• P . 

-i V 






.-' a ! p;cAi‘T/t^e> tt>sti^ 



f- ;r ■ 



To DRAW THE BORDER LINES AND THE 

Till, f ; i OCK 0:i AN A-i. i:: "HEtl {V ^ X 

U) OF PAPER. 



STEPS TO FOLLOW IN drawing the border lines and the title block on an A-size sheet 

OF paper; 

TOOLS AtiO MATERIALS NEEDED; 8^ X 1 1 SHEET of paper 

DnArnnc^ t/.f r 
y'''.;;CN n LOT ’ S SCALE 

Pencil 

30® X 60® TRIANGLE OR 45® X 90® TRIANGLE 

Drawing board with parallel ruling straightedge 
T-square or drafting machine 

DuSTlIiG BRUSH 

Erasing shield 
Eraser 









M/HAT YOU MUST DO WHAT YOU MUST KNOiV 

TO DO THB&S S7HPS 



1, Measure 4; inch from the top of the 
paper and make a small point with 
the pencil — 



Refer to earlier experiences for infor-- 
mat I cu . oh sharpening your pencil, taping 
down the paper, drawing L.INES, AND READING 

SCALE. 



2. Measure 8 inches oovfN from the first 

point and make another POINT— ^i*AS YOU ARE DRAWING, COMPARE YOUR WORK 

WITH Fig. 22 



Fic. 22 
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miAT YOU MLier uO m/hat you must [ *:^17 



3. Draw light horizontal lines across 

THE PAPER AT THESE POINTS 

4. Measure over h ; inch from the left 

side of the paper and hake a shall point 

5. Measure over 164 inches froh the 
point marked in step 4 AND MAKE 
another point 

6. Draw light vertical li{:i;s through 
Vi:r. POINTS MARKED IN STEPS 4 AND 
5 CCHNELTIMG THE HORIZONTAL LINES 
DRAWN IN STEP 3 

7. Measure up 3/8 inch from the bottom 

HORIZONTAL LINE AND MAKE ANOTHER POINT 

8. Draw a light horizontal line across 
THE PAGE through THE POINT MADE IN 
STE« 7* This should connect the 
vertical lines to form the title block 

9* Measure 3 inches over from the 
left-side vertical line AND MAKE 
A point JLN the title block 

10. Measure 3 inches over from the 
point made in step 9 AND MAKE 
another point 

11. Measure 14; inches over from the 
point hade in step 10 AND MAKE 
another point 

12. Measure 14; inches over from the 

point made in step 11 AND MAKE ANOTHER POINT 

13. Measure 14; inches over from the 

POINT MADE IN STEP 12 AND MAKE 
ANOTHER POINT 

14. Draw dark vertical lines through 
the points made in steps 9> IO9 
11, 12, AND 13 CONNECTING THE 
LOWER TWO HORIZONTAL LINES 

15. Using the straightedge, darken in all light lines 
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To MEASURE A BL^ 

THE TOP, FRONT, AND RIG.. 

WITH THE SAME MEASUREMENTS AS THE 
BLOCK ITSELF. 



INTRODUCTION -- PLEASE READ CAREFULLY; 



Refer to earlier experiences for 

INFORMATION ON SHARPENING YOUR PENCIL, 
TAPING DOt'N THE PAPER, OHA’MKn IIS’IS, 
AND READING SCALE. 



L'iuS lu FOLLOW IN measuring the block and drawing the TOP, THE FRONT, AND THE RIGHT- 

SIDE VIEWS WITH THE SAME MEASU:^ EliCtlTS AS THE BLOCK ITSELF: 

TOOLS AND MATERIALS NEEDED; 8^ X 11 sheet of paper 

Drafting tape 
Scratch paper 
Architect's scale 

# Pencil 

30® X 60® OR ^45® X 90® triangle 

Drawing board with parallel ruling straightedge 

T-souare or drafting machine 

Dusting brush 

Erasing shield 

Eraser 



WHAT YOU MU0T DO WHAT YOU MUST KM61V 

TO VO TNeSF eTB95> 



1. Draw the border lines and the title 

BLOCK——— — — — Refer to the experience on drawing the 

border lines and the title BLOCK. 



2. Measure and rf.coro the dimensions of 
the block ok SCRATCH PAPER 

3. Draw the top, 'the front, and the right- 

side VIEWS TO THE DIMENSIONS RECORDED 
IN STEP 2—— — — — — ^ 

o 





Refer to the experience on sketckiug 

Tht TOP, the FRONT, AND THE RIGHT-SlOE 
VIEWS OF AN OBJECT. 
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BY CURTIS LaMARR 



sofABltrmRBST/NS FAo r ^ A^our eLBor^a/r^-^LBC^TRON/c^ 

1. What kjnd of work is done? 

Electricity - Electrical construc- 
tion, TLFCTRICAL MAINTENANCE, ELECTRI- 
CAL contracting. 

F.lectrcn?cs - Electronics repair, 

ELECTRONICS TESTING, ELECTRONICS CON- 
STRUCTION, TELEVISION SALES AND SERVICE, 

TECHNICAL SALES, BROADCASTING, INSTRU- 
MENTATION, AND coMPU“cn maintenance. 

?. V/CRKiNG conditions: 

Electric I TY - An electrician 
might WORK IN A WELL-EdU I PPEO , AIR- 
CONOITIONEO SHOP, IN A FJILOING UNDER 
CONSTRUCTION, OR OUTSIDE. 

Electronics - Most electronic 
equipment is housed in clean, well- 
kept buildings. Therefore, working 
conditions are usually excellent. The 

.109 MIGHT INVOLVE ANYTHING FROM SELLING 
THE EQUIPMENT TO OPERATING OR SERVICING 
THE EQUIPMENT, WORKERS IN, BOTH OF THESE 
FIELDS MAY BE REQUIRED TO GO ON SERVICE 
CALLS. 

3 . Salary scale: 

The salary might vary from $6, COO 
TO $10,000 p-"? YEAR, D£PSN0:NG ON.EX- 
PCRIEMCE A*:C TRAINING. 1N GENERAL, 

ELECTRICITY AND ELECTRONICS ARE. HIGHLY 
PAID F I ELDS OF L«IORK. 

1 
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h. Type of clothing worn; 

The cloth'ng will vary with the 
jo*». Neat work clothes are usually 

mDE(>UATE. 

5. Personal qualities necessary; 

Manipulative skills; Since elec- 
tricians AND ESPECIALLY ELECTRONIC 
TECHN'CIANS must often work with small 

V/IRt'S, TUBES, AND OTHER DEulCATE OBJECTS, 

GOOD Manual dexterity (us*, of the hands) 
is important. 

Personality characteristics; A 

WORKER IN THESE AREAS SHOULD EE ABLE TO 
V/ORK WELL WITH OTHERS, TO COMPLETE AN 
ASSIGNED TASK, AND TO ENJOY WORKING WITH 
MECHANICAL EQUIPMENT. 

Educational qualifications; A high 
SCHOOL education IS ESSENTIAL FOR PRACTI- 
CALLY ANY JOB IN ONE OF THESE AREAS. OnE 
COULD PROBABLY BECOME AN ELECTRICIAN OR 
AN ELECTRONIC MECHANIC WITH ONLY HIGH 
SCHOOL VOCATIONAL PREPARATION, BUT TO DO 
MORE TECHNICAL WORK MORE TRAINING IS 
NECESSARY. 
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To WIRE A THREE-WAY SWITCH. 

iNTRODUCTlOH — PLEASE READ CAREFULLY; 

A THREE-WAY SWITCH IS USED WHEN IT 
IS NECESSARY TO TURN A LIGHT ON OR OFF 
FROM TWO DIFFERENT LOCATIONS. FOR EXAM- 
PLE, SOMEONE MIGHT WISH TO CONTROL A 
LIGHT FROM BOTH ENOS OF A HALL OR FROM 
BOTH THE BOTTOM AND THE TOP LANDINGS OF 
A STAIRWAY. A THREE-WAY SVMTCH HAS A 
SINGLE TERMINAL AT THE OPPOSITE ENOS. 

The single terminal is connected within 
THE switch so THAT IT MAKES CONTACT WjTH 
ONE OF TWO OTHER TERMINALS AT ALL TIMES, 
WHETHER THE SWITCH LEVER IS IN THE UPPER 
OR IN THE LOWER POSITION. 

Do NOT PLUG YOUR WIRING IN Ok CON- 
NECT IT TO THE ’’SOURCE” UNTIL THE IN- 
STRUCTOR INSPECTS YOUR WORK. 

Be SURE TH/ THERE ARE NO EXPOSED 
WIRES AND THAT ALL CONNECTIONS ARE 
PROPERLY CONNECTED AND TIGHT. 

Follow the correct color code 

THROUGHOUT YOUR WIRING. 

Look over the diagram before you 

BEGIN WORK AND REFER TO IT DURING YOUR 
WORK. 



REFERENCES: 

ALL ABOUT HOUSE WIRING BY Mix AND 
Ps IT chard. 

SIMPLIFIED ELECTRIC WIlRING HAND- 
BOOK (Sears, Roebuck and Company). 

ELECTRICITY AND ELECTRONICS, 

BASIC BY Steinberg. 
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STEPS TO FOLLOW in connecting a 3-way sv/itch: 

TOOLS AND MATERIALS NEEDED: Keyless receptacle 

Two 10 AMPERE FUSE PLUGS 
Two THREE-WAY SWITCHES 
■;2-3 CONNECTING WIRE 
Two $W TCK COVERS 

One ceiling outlet 

Tv/0 SWITCH BOXES 

Six wife nuts 
One A.C. plug 

6 FEET OF A.C. LINE CORO #l8 
WIRE 

Long nose pliers 
Electrician’s pliers 
V/ iRE stripper 
One large screwdriver 
One small screwdriver 
One mounting board (6 ft. 

HIGH, 36 INCHES WIDE, 

WITH AN 18 INCH PIECE 
OF H INCH PLYWOOD TO 
COVER THE MOUNTING 

board) 



WHAT YOU MUST OO WHAT YOU MUST t^NOt¥ 

TO DO TVBSeSTBPS 



1. Remove the insulation from both 
ENOS of all wires BY CUTTING IT 
AT A SLANT— as IN SHARPENING A 

PENCIL. Expose inch of copper 

CONDUCTOR Fig. 1 



2. Connect the white wire of the A.C. 

LINE CORO TO ONE TERMINAL OF THE . 
LAMP socket™—™ — ™— 










;VAV 




/ 



Fig. 1 



Use WIRE NUTS (soloerless connectors) 

TO CONNECT THE WIRES. FiG. 2 
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Fi«. 2 



WHAT YOU AM19T DO 



WHAT YOU MUST DDOty 



3. Connect the other terminal of the 

LAMP SOCKET TO THE $ ? NGLE TERM} NAL 
OF ONE OF THE SWITCHES USING BLACK 
COLOR CODED WIRE 



CONNECTING THE WIRE AT THE SCREW 
TERMINALS BEND THE END OF THE WIRE INTO 
A LOOP TO FIT AROUND THE SCREW. BE SURE 
TO ATTACH THE LOOP IN THE DIRECTION IN 
WHICH THE SCREW TURNS WHEN TIGHTENED. 

Fig. 3 




Rtetir WAY 





Fig. 3 
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what you mu^t Av;j;y 



VJIIAT YOU tAUGU 



4. Connect a wire (either reo or white) 

TO ONE OF THE OTHER SWITCH TERMINALS 

(not the single terminal) and place 

THE OTHER END OF_ THE WIRE INTO THE 

LAMP RECEPTACLE 

5, Repeat step 4 with the same color 

CODED WIRE USING THE OTHER SWITCH 

6* Connect together the wires used in 
STEPS 4 AND 5 

7, Repeat steps 4, 5> and 6 with the 

OTHER COLOR CODED WIRE 

Steps 4- 13 

Connect a black wire from the re- $ee fig. 4 

MAINING SINGLE TERMINAL OF THE 
THREE-WAY SWITCH TO THE LAMP 
RECEPTACLE 

9, Connect the wire in step 8 to the 
BLACK WIRE IN THE A.C. CORD 

10. Connect the free ends of the A.C* 

LINE CORD TO THE TERMINALS OF THE 
FUSE SOCKET 



11. Connect the other terminals of the 

FUSE SOCKET TO ANOTHER SECTION OF 
A.C. LINE CORD 



12. Connect the A.C. plug to the free 
END of the line CORO 

13. Check your work > All connections should be tight and 

SHOULD MAKE GOOD CONTACT. AlL SCREWS 
SHOULD BE TIGHT. THERE SHOULD BE NO 
EXPOSED WIRES. THE CORRECT COLOR CODE 
must be followed throughout THE WIRING. 

Compare your wiring to the diagram. Do 
NOT PLUG your wiring IN UNTIL IT HAS 
BEEN INSPECTED BY YOUR INSTRUCTOR. 



Place the covers on the switch boxes 

^45 
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PART I BY CAROLYN MAJOR 
THERESA SHARP 



^OIAB INTBReSTWO FAOTS^ ABOUT HBACTH OCC.I/FAT/OMS 

1. v.'HAT KIKD OF V.'ORK IS OONE? 

SOME GENERAL AREAS OF HEALTH WORK ARE: 

MEDICAL SPECIALIZATION (VARIOUS KINDS 

OF doctors), research (cancer, birth 

DEFECTS, DRUG DISCOVERY), TEACHING 
(nursing, laboratory, in-service EDUCA- 
TION IN hospitals). X-ray (radiologists, 
technicians), nursing (registered nurses, 
licensed practical nurses)* V/ork is 

ALSO AVAILABLE FOR LABORATORY SPECIALISTS, 

AND TECHNICIANS, OCCUPATIONAL, PHYSICAL, 

AND RECREATIONAL THERAPISTS AND AIDES, 

NURSING ASSISTANTS, CUSTODIANS, CLERKS, 

FOOD SPECIALISTS, FOOD WORKERS AND 
ENGINEERS* 

During the health occupations 

COURSE THE SKILLS LEARNED AND PRACTICED 
!N THE LABORATORY ARE THOSE REOUIREO OF 
A NURSING ASSISTANT* HOWEVER, THE 
KNOWLEDGE AND THE EXPERIENCE GAINED 
FROM THESE WILL BE HELPFUL IN ANY HEALTH 
FIELD JOB OR IN ANY TRAINING WHICH THE 
STUDENT MIGHT EVENTUALLY ENTER* 

2* Working conditions: 

V/ORKING conditions ARE USUALLY VERY 
PLEASANT* Most hospitals and HEALTH 
CARE INSTITUTIONS IN USE TODAY ARE 
EITHER NEW OR HAVE BEEN MODERNIZED TO 
MEET SANITATION AND SAFETY STANDARDS* 

Hence, these usually have centralized 
venth ation and temperature CONTPCL. 
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3. Salary scale: 

In this community you can expect 

TO START AS A NURSING ASSISTANT AT THE 
MINIMUM WAGE OF $1.60 PER HOUR (PERHApS 
HIGHTTR !N SOME INSTANCFS)* JOBS OF 
ADVANCED TRAINING PRODUCE HIGHER SALA- 
RIES* Generally, wages are very good* 

4* Type of clothing worn; 

Clothing will be suitable for the 

JOB TO BE PERFORMED* UNIFORMS ARE NOT 
NECESSARY FOR HEALTH WORKERS ON CAMP 
STAFFS OR PEDIATRIC AIDES* HOWEVER, 

SOME TYPE OF UNIFORM IS USUALLY REQUIRED* 
The UNIFORM regulations are SPECIFIED 
BY THE DEPARTMENT TO WHICH THE WORKER 
IS ASSIGNED* 

5* Personal qualities necessary; 

Manipulative skills; It is helpfui 
TO BE able to use EITHER HAND EQUALLY 
WELL* 

Personality characteristics; A 

GENUINE INTEREST AND CONCERN FOR THE 
patient IS ESSENTIAL* YOU MUST ALSO 
BE ABLE TO FOLLOW DIRECTIONS AND 
GET ALONG WELL WITH OTHERS* PERSONAL 
PREJUDICES SHOULD NEVER BE ALLOWED TO 
INTERFERE WITH THE PATIENT'S CARE* 

Educational qualifications: Most 

INSTITUTIONS REQUIRE A HIGH SCHOOL 
DIPLOMA FOR WORK IN THE HEALTH FIELD* 

Thirteen months of classroom work and 
HOSPITAL experience ARE REQUIRED TO 
BECOME A LICENSED PRACTICAL NURSE* TO 
BECOME A REGISTERED NURSE YOU CAN 
ATTEND EITHER A 2 YEAR ASSOCIATE DEGREE 
PROGRAM, A 3 year DIPLOMA SCHOOL OR 
A 4 YEAR COLLEGE PROGRAM* 

6* Other facts of interest; 

In I960 THE HEALTH SERVICES INDUSTRY 
RANKED THIRD BEHIND AGRICULTURE AND 
CONSTRUCTION IN TERMS OF THE NUMBER OF 
EMPLOYEES IN THE U*S* SOON IT MAY WELL 
SURPASS BOTH TO BECOME THE NATION'S TOP 
EMPLOYMENT FIELD* 

One of the greatest assets of our 

NATION IS THE HEALTH OF ITS PEOPLE* iF 
YOU SHOULD BECOME INTERESTED IN WORKING 
IN SOME CAPACITY IN THE HEALTH FIELD, 
THINK OF THE CONTRIBUTIONS WHICH YOU 
MIGHT BE ABLE TO MAKE TO THE IfALTH OF 
THE PEOPLE OF “^HIS NATION* OPPORTUNITIES 
AND REWARDS ABOUND IN THE HEALTH 
OCCUPATIONS* 
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■-*; Fimr SKpriRin Mcn im occupations wiu m- 



To T**^! A SAMPLE OF YOUR URINE 
FOR SUGAR 'NG THE CLINITEST METHOD* 



INTRODUCTION - PLEASE READ CAREFULLY; 



This test is a very important aid 

TO the DOCTOR AND TO THE PATIENT IN THE 
diagnosis AND CONTROL OF A DISEASE 
KNOWN AS “diabetes*” 

Although this is only a laboratory 
learning experience you are directed to 

CARRY OUT THIS PROCEDURE IN A VERY 
RESPONSIBLE MANNER* YOU ARE CAUTIONED 
TO HANDLE THE SPECIMEN CAREFULLY* 

REFERENCES; 

Each hospital has its own procedure 

MANUAL* 

CLINITEST INSTRUCTION SHEET. 
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STEPS TC FCLLP’.' in testing urine for sugar (Clinitest method): 

TOOLS AND HATEPvlALS NEED: Urine 

VMter 
Paper cup 
Clinitest kit 



you /sKU&T DO WHAT YOU MU^T KNOW 

-Id PO s-jTF^ 



1. Take a paper cup and go to the 

NEAREST STUDENT RESTROOM IN THE 

BUILDING. Bring back to the 

UTILITY ROOM A SMALL AMOUNT OF 
YOUR URINE IN A CUP — — — 



A SMALL AMOUNT OF URINE WILL BE 
ADEQUATE (only 5 DROPS ARE REQUIRED 
FOR THE test). 

Careful handling of the specimen is 

IMPORTANT TO PREVENT THE SPREAD OF 
GERMS THAT MIGHT CAUSE DISEASE. 



2. Open the Clinitest kit 



3. Unfold the color chart so that it 
IS easily visible ' 



Results of the test will be determined 
BY a comparison WITH THIS CHART. 



4. Using the dropper place 5 drops of 
URINE into a TEST TUBE FiG. 1 

5. Rinse the dropper under a faucet 

6. Using the dropper add 10 drops of 
WATER to the TEST TUBE PiQ. 2 




OF 

WATBi^ 



Fig. 1 
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WHAT you MH5T DO IWATYOU A4U5T KMO'A' 



7. 



REMOvt ONE Clin lst tablet from 

T!!r (..OTTLE OF Cv IMTEST TABLETS 

AND DROP THE ONE TABLET INTO THE 

TEST TUBE ‘Fig, ? 




ViHEN THE TABLET IS DROPPED IN| A 
BUBBLING REACTION BEGINS* 

Do not shake FOR AT LEAST 15 SECONDS 
AFTER THE REACTION BEGINS. 



8 . 



9. 



When the reaction slows or stopSi 

GENTLY SHAKE THE TEST TUBE 



Compare the color of the contents of 
THE test tube TO THE CLINITEST COLOR 
CHART 




In the hospital or doctor's office you 
would immediately report the color ' 
results (Negative - l+i 2+, 3+i 
to the person who instructed you to 
DO the test. 



10. Now that the procedure, is ended, 
POUR the contents of the test 

TUBE AND THE REMAINDER OF THE 
URINE SPECIMEN DOWN A DRAIN -ftG. 4 



11. Stuff a paper towel into the cup 

AND DISCARD THE CUP IN A TRASH CAN 

12. Thoroughly rinse the test tube and 

THE MEDICINE DROPPER UNDER COOL 
RUNNING WATER 

13 * Place the test tube on a paper 

TOWEL by THE SINK TO DRAIN DRY 

14. Wipe away any water spots 

15. Fold the color chart and replace it 

WITH THE bottle IN THE CLINITEST KIT 
CONTAINER AND LEAVE THE KIT ON THE 
COUNTER — — 



Pour directly into the drain opening 
SO AS NOT to splash URINE ALL OVER THE 
SINK AND THE COUNTER* RUN THE WATER A 
FEW SECONDS TO SEND ALL THE URINE DOWN 
THE DRAIN. 




^ Do NOT AO.USE OF MISPLACE THE COLOR 
CHART. Referring to a chart is much 
MORE ACCURATE THAN GUESSING OR RELYING 
ON MEMORY. 
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V/HEN YOU ARE COMF'lETELY FINISHED, 

V.'ASH YO’*R HANDS THOHOUGHLY V/ITH 

SOAP AND WATER - pjG. $ HEPATITIS CAN BE CONTRACTED FROM 

HUMAN WASTE AND UNCLEANL t NESS* 



Verbally report your results to the 

HEALTH OCCUPATIONS TEACHER 
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YDUii^^co:-!p lu UBAi.ru occupavous is ? 



To l?4SERT A RECTAL TUBE INTO A 
MAN I K I N : 



I 



INTRODUCTION - PLEASE READ CARErULLY: 



This procedure is employed to 

RELIEVE ABDOMINAL DISTENTION (FILLING 
OF THE ABDOMINAL CAVITY VHTH GAS OR 
FLUID SO THAT THE ABDOMEN BFCOf.ES Cr;rATLY 

enlarged). Often after a patient has 
HAD surgery CR HAS BEEN INACTIVE FOR 
SOf.E TIME, "gas" (flatus) FORMS IN THE 
LARGE INTESTINES. THIS CAUSES DISTENTION 
OF THE ABDOMEN AND DISCOMFORT TO THE 

PATIENT. Insertion of a hollow tube 
INTO THE RECTUM ALLOWS THE FLATUS TO 
ESCAPE, RELIEVING THE ABDOMINAL PAIN. 

This procedure is not used v,'ithout 
THE order of a PHYSICIAN. 

REFEREMCES: 

Each hospital has its own written 
instructions for nursing assistants. 
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STEPS TO rCLLO’..' IN the insertion of a rect/'.l tube: 



TOOLS AUD nATERlALS MEEDED; 



Rectal tube 

Specjmen container with lid 
Tape 

Toilet tissue 
Manikin (adult doll) 

Bath blanket 



WHAT YOU m^T DO 



vi/hat YOU MUST KfiOW 

TD PO TffeSE S75E5RS 



1 . 



Provide privacy for 



THE patient — — ^ 



If the patient is in a private room, 
close the door. If he is in a semi- 
private room, pull the curtains or 
PUT A portable screen AROUND HIM# 



2 . 



Place the manikin on 
THE stretcher — 



ITS BACK ON 



Cover the manikin with the bath blanket# 



3 , Insert the large end of the rectal 

TUBE THROUGH THE HOLE IN THE CENTER 
OF THE LID OF THE SPECIMEN CONTAINER 



4, Tape the tube to the lid so that it 

WILL NOT SLIP OUT 



5 



6 # 



Insert the free end of the rectal 

TUBS 3-6 INCHES INTO THE RECTAL 

OPENING OF THE MANIKIN ^ NEVER TRY TO FORCE THE TUBE INTO THE 

OPENING# If you should encounter 

RESISTANCE, REPORT THIS TO THE NURSE. 
In ACTUAL PRACTICE, A SMALL AMOUNT OF 
LUBRICANT IS PLACED ON THE END OF THE 
TUBE SO THAT THERE WILL BE LESS DIS- 
COMFORT FOR THE PATIENT# HOWEVER, 
lubricant IS NOT USED WHEN WORKING 
WITH THE MANIKIN# 



Leave the tube in 

DESIRED LENGTH OF 



PLACE FOR THE 

The rectal tube should not be left in 

THE patient for MORE THAN 15-20 MINUTES 
AT ONE TIME# THE SPECIMEN CUP. WILL REST 
ON THE STRETCHER BETWEEN THE LEGS. 



7 , Remove each piece of sauiFMENT; wash 

IT WITH SOAP POWDER AND V/ATER; RINSE 
IT WELL, AND RETURN IT TO THE STORAGE 
AREA WHERE YOU OBTAINED IT P 
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An important part of any job is keeping 

YOUR EQUIPMENT IN WORKING ORDER AND IN 
THE PROPER STORAGE PLACE. 
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To TILL ANO APPLY A HOT WATER 
BOTTLE TO THE ABDOMEN OF A MANIKIN. 



INTRODUCTION - PLEASE READ CAREFULLY: 




Hot water bottles may be used to 

APPLY CONTINUOUS HEAT TO AN AREA. ‘ THE 

temperature of the vmter must be checked 

CAREFULLY TO PREVENT BURNING THE PATIENT. 
You SHOULD NEVER APPLY A HOT WATER BOTTLE 
WITHOUT THE DIRECT ORDER OF A NURSE. 

This experience should be approached 

SERIOUSLY. It is IMPORTANT TO REMEMBER 
THE FOLLOWING POINTS: 

Older patients are easily burned - 

THEIR SKIN IS VERY DELICATE. 

Infants are easily durneo - their 

YOUNG SKIN IS VERY TENDER. THEY CANNOT 
TELL YOU THAT THEY ARE BEING BURNED. 

Never put the hot water bottle on 

TOP OF THE PAINFUL SPOT - THE WEIGHT 
WILL INCREASE THE PAIN. 

If the PATIENT IS UNCONSCIOUS, 

ALWAYS PROTECT HIM FROM A BURN BY 
PUTTING A BLANKET OR A DRY TOWEL BETWEEN 
HtS SKIN ANO THE HOT WATER BOTTLE. 

You SHOULD BE SENSITIVE TO THE 
COMFORT OF THE PATIENT. THE FIRST STEP 
OF CARRYING OUT ANY PROCEDURE IS TO 
GREET THE PATIENT BY NAME, ANO THEN TO 
EXPLAIN WHAT YOU ARE GOING TO DO. 

All PROCEDURES SHOULD BE COMPLETED 
WITH A MINI MUM OF MESS AND OISOROEr.. 

You ARE EXPECTED TO CLEAN, DRY ANO 
REPLACE EQUIPMENT WHERE YOU OBTAINED 
IT, JUST AS YOU WOULD IN THE PATIENT 
CARE ENVIRONMENT. TO PREVENT POSSIBLE 
ACCIDENTS, COUNTERS AND THE FLOOR MUST 
BE LEFT FREE OF WATER SPOTS. 



REFERENCES! 



STUDENT manual. 



BEl f.'G A 



Ml :r>«^ 

1 t Wt % .J 



• I/' 



AIDE, Hospital Research and Educational 
Trust (See chaptc« containing procedure 

FOR APPLICATION OF HOT V.'ATrn 
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STCPS TO FCll.OV; 



I tl FILLING AND APPLYING A HOT WATET. £01 iLEt 



TOOLS A!!0 KATERIAIS nO.EDED: 



/'DIM.T DOLL (manikin) 

Stretcher 

Hot water (110°-120®) 

H.OT WATER BOTTLE 



Bottle cover (pillow case) 
Bath thermometer 
VMter container 



WHAT you M.U<5T DO WHAT YOU MUST KUOW 

TO DO THESE STEPS 



♦ 






1. Assemble the ei^uipment 



bottle, ant hot water bottle cover 
(pillow case will be used) 



2. Put the water in the container . 

3. Check the temperature of the water 

WITH A BATH THERMOMETER — 



-I^THE temperature SHOULD BE 110°-120® F* 
If it is too warm or too cool, add 
more HOT OR COLO WATER UNTtL THE EXACT 
TEMPERATURE IS OBTAINED. 



i|. 



Fill the hot water bottle half 

FULL with water FiG. 6 THE BOTTLE IS FILLED MORE THAN HALF 

FULL IT WILL CAUSE DISCOMFORT TO THE 
PATIENT. 



5. Place the bottle on a flat surface 

AND HOLD THE NECK OF THE BOTTLE 
UPRIGHT 

6. Expel the air from the bottle Flatten the bottle or press on it until 

the WATER reaches THE NECK OF THE BOTTLE 
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WHAT YOU MUOr DO 



imr You moT i<>:c';v 



7* Fasten the top of the bottle 
SECURELY — Fig. 7 



Grasp the bottle VnMth the plate av/ay 

FROM YOU AND FOLD 1 OH 2 SHUG'-Y* THEN 
FOLD 3 ON A SNUGLY. FOLD THE FLAPS 
AROUND THE TOP OF THE BOTTLE (HOLDING 
firmly) and BUTTON THE FLAPS. 



8. Wipe the bottle dry 

9, After the bottle has been dried, 
inspect it for signs of water leaks 



10. Place the bottle in a cover 



Place the top of the hot water bottle 

IN THE PILLOW CASE FIRST. FOLD THE 
PILLOW CASE AROUND THE HOT V/ATER BOTTLE 
NEATLY SO THAT THE ENDS DO NOT DANGLE. 



11. Apply the hot water bottle to 

THE ABDOMEN 



12. Check at intervals to make sure 

THAT YOUR PATIENT IS NOT RECEIVING 
A BURN, THAT THE BOTTLE IS IN ITS 
PROPER PLACE, AND THAT THE WATER 
HAS NOT BECOME COLD. 



^ Do NOT LEAVE IT IN PLACE LONGER THAN 
THE TIME SPECIFIED BY THE NURSE OR 
PHYSICIAN. 
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Your: HBYT in HBAirni OCCUPATIONB WIUBBt 



To GIVE AND TO REMOVE A BEDPAN 
IN A MANNER THAT WOULD CAUSE THE LEAST 
EMBARRASSMENT AND DISCOMFORT TO THE 
PATIENT. 

INTRGDUCTI C;i - PIlASC HEAD CAr^EFULLY: 

This experience should be approached 
SERIOUSLY. The patient has 2 needs: 

THE NEED TO EXCRETE FCCES ( D E r t-. c AVji) FROM 
THE RECTUM AND THE NEED TO EXCRETE (VOlo) 
URINE FROM THE BLADDER. UNTIL THE TIME AT 
WHICH HE V/AS ADMITTED TO THE HOSPITAL, the 
PATIENT VMS ACCUSTOMED TO CARING FOR HIS 
OWN PERSONAL NEEDS. NOW HE MUST ASK YOU 
FOR HELP . This is often cistressinc. He 
FEELS embarrassed AND ASHAMED ASKING YOU 
FOR THE BEDPAN AND EVEN WORSE ABOUT YOUR 
HAVING TO EMPTY AND CLEAN THE PAN. THINK 
OF YOURSELF IN THE PA IENT'S SITUATION. 

You V/OULO \>IANT PRIVACY AND AN ATTITUDE ON 
THE PART OF THE HEALTH WORKER WHICH WOULD 
CAUSE YOU AS LITTLE EMBARRASSMENT AS POS- 
SIBLE. You WOULD HOPE THAT THE HEALTH 
WORKER WOULD BE ABLE TO PERFORM THIS SKILL 
EASILY, WITHOUT CAUSING FURTHER EMBARRASS- 
MENT AND DISCOMFORT. 

Elimination of wastes from the body 
IS essential to life. Although assist- 
ance at these times is not always a pleas- 
ant TASK, IT IS NOT SO UNPLEASANT IF WE 
REMEMBER THAT WE ARE HELPING THE PATIENT 
MAINTAIN LIFE BY HELP I NG HI M GET RID OF 
HIS WASTE . 

Much of the food which you eat is 

ABSORBED INTO YOUR BODY. IT SERVES 
DIFFERENT FUNCTIONS ACCORDING TO THE 
TYPES OF NUTRIENTS WHICH IT CONTAINS. 

Some parts of the food are not used by 
THE body and become WASTE MATTER. THEY 
ARE ELIMINATED FROM THE BODY AS URINE 
THROUGH THE KIDNEYS AND AS FECES THROUGH 
THE LARGE INTESTINES. 

Normal urine is a clear yellowish 
(light amber) fluid with an AMMONIA-LIKE 
ODOR. 

Normal feces are a brownish color 
OF soft solid consistency. 

REFERENCES: 

STUDENT /t/'.NUAL, NURSING AIDE Hospital 
Research and Educational Trust (See 
Chapter on Personal Care of the Patient) 
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STEPS TO FOLLOW in giving a beopan: 



TOOLS AND MATERIALS NEEDED: 



Adult doll (manikin) 

Stretcher 

Screen 

Toilet Paper 

Newspaper (to be used as 
bedpan cover) 



Soap 

Wash cloth 

Bedpan 
Wash basin 
Towel 



YbU MU^T DO l/^HAT YOU MU$T KNOW. 

T£> PO TWESe- 



1. Provide privacy for the patient - — In a semi-private room pull the curtain 

OR PLACE A PORTABLE SCREEN AROUND THE 

patient's bed. 

In a private room close the door. 

In our classroom-lab we will consider 
that you are in a private room. 

2. Remove the bedpan from the patient's 
bedside table or from the bathroom 




3, Place the bedpan on the side of the 

bed or the chair — — ^ Do not place the bedpan on the bedside 

table. 



Turn back the upper bedding. Leave 
a sheet covering the lower portion 
of the patient's body 



5 . 



Warm the bedpan by running warm 

WATER ON THE INSIDE — 



Since most bedpans are metal they are 
COLO to touch. The desire to void can 

BE LOST DUE TO THE TOUCH OF A COLO BEOPAN. 
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lA/MT YOU MU^r KNOW 



WHAT YOU MU^T DO 



6 . 



Instruct thp patient to flex (bend) 

HI S KNEES ^ 



The patient places the bottom of his 

FEET ON THE BED WITH HIS KNEES BENT. 



7. Raise the patient's govin to his wai 

OR LOWER HIS PAJAMAS TO HIS KNEES 

8. Place one hand under the patient's 

HIPS 

S'". Assist the patient in raising his 
buttocks (bottom) OFF THE BED 

10. Slide the pan under the patient's 

BUTTOCKS — Pig. 9 — 



Lift the patient with your hand under 

his HI’’S. 

The flattened rim of the pan should be 
below the hip bone. 




11. Make the patient comfortable 



If the patient is not comfortable 

LYING FLAT, ADDITIONAL PILLOWS MAY 
BE PLACED UNDER HIS HEAD. 



12. RECHECK THE PAN 



It may become displaced when the 

HEAD IS ELEVATED. 



13. Place the signal cord and the toilet 

TISSUE WITHIN reach OF THE PATIENT DO NOT LEAVE A PATIENT HELPLESS - 

PROVIDE MEASURES FOR HIM TO OBTAIN 

HELP. 

Enough toilet paper should be provided 

TO MEET THE PATIENT'S NEEDS. 



1 ^ 1 . 



15. 



Instruct the patient to use the call 
LIGHT FOR assistance 



Patients who are very ill should not 
BE LEFT. Patients who can be left 

NEED PRIVACY. 



o 
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Leave the patient's room 



STEPS TO FOLLOW in removing a bedpan: 

TOOLS AND MATERIALS NEEDED: Adult doll (manikin) 

Stretcher 

Screen 

Toilet paper 

Newspaper (to be used as 
beopan cover) 



Soap 

Towel 

Wash cloth 
Bedpan 
Wash basin 



What you me>r Do 



WHAT YOU MUST KNOW 
TO PO THB&B- STTBP^ 



1. Support the patient as before 



2. With the other hand, slip the 
beopan out and cover it with a 
nevhSpaper Pig* 10 



3. Carry the covered bedpan to the 
patieht*s bathroom or service 

ROOM 



4. Allow patient to rinse or wash 

HANDS — — — 



5. Observe the content of bedpan for 

COLOR, AMOUNT AND CONSISTENCY 

6. Report your observations to the 

NURSE IN CHARGE 

7. Rinse the bedpan with water — If you are unable to clean it with 

PLAIN WATER, OBTAIN A BRUSH FROM THE 
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Lift the patient by placing one hand 
under his hips. 




Be as considerate of the patient as 

YOU WOULD BE OF YOURSELF. PROVIDE 



A V/ASH cloth, a BASIN WITH WARM WATER, 
SOAP, AND A towel FOR THE PATIENT TO 
USE TO RINSE OR TO V/ASH HIS HANDS. 
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PART II BY PROJECT STAFF 



To MAKE OP AN UNOCCUPIED HOSPITAL BED. 



INTRODUCTION — PLEASE READ CAREFULLY: 



The procedure for bedmaking varies 
FROM one hospital TO ANOTHER. SOME 
HOSPITALS PROVIDE ONLY ONE PILLOW WHILE 
OTHERS PROVIDE TWO. SPECIAL SHEETS 
CALLED “DRAW SHEETS” ARE USED IN SOME 
PLACES BUT NOT IN OTHERS. LIKEWISE^ 
MATTRESS PADS ARE OFTEN USED. SHEETS 
ARE SOMETIMES TUCKED WITH ”$C.’JARE” 
CORNERS ARD'SOMSTIMES WITH “MITERED” 

COLNE <s. Some hospitals even provide 

CONTOUR FITTED BOTTOM SHEETS. YET 
DESPITE THESE MINOR VARIATIONS, THE 
BASIC TECHNIQUE FOR BEOMAKtNG REMAINS 
UNCHANGED. 




STEPS TO FOLLOW in making up an unoccupied bed; 

TOOLS AND MATERIALS NEEDED; Tv;o laf.gc sheets 

Bedspread 
Pillow case 



WHA r YOU DO WHA T YOU MUST /^miy 

TO pa THB^B ^IBpS 



K Place the clean linen on a chair 
NEAR THE BED FlG* 12 



2* Place the lower sheet full length 

ALONG THE EDGE OF THE BED AND UNFOLD 

IT AWAY FROM YOU — — — — ^ DO NOT SHAKE OR FLIP THE SHEET TO UNFOLD 

IT QUICKLY - THIS RAISES OUST AND LINT* 




3. Check to see that: 

A* The sheet is right side up (the 
hems or sewed edges are on the 
SIDE next to the mattress) 

B* The crease is in the center 
c* The shall hem is at the bottom 
D* The small hem is even with the 

EDGE OF the MATTRESS — — -- ^2^ IN THE HOSPITAL AN EFFICIENT NURSE WOULD 

COMPLETE AS MANY OF THE FOLLOWING STEPS 
AS POSSIBLE ON ONE SIDE OF THE BED BEFORE 
MAKING THE OTHER SIDE* HOWEVER, TO 
SIMPLIFY THIS EXPERIENCE, COMPLETE EACH 
STEP ON BOTH SIDES OF THE BED BEFORE 
MOVING TO THE OTHER SIDE* 

Tuck about 8” of material under the 

HEAD OF the MATTRESS™ — — — ^ THERE WILL NOT BE ENOUGH MATERIAL AT 

THE FOOT OF THE BED TO TUCK THE SHEET 
IN THERE* 

TUCK /A0^ar 

Q 

OFS^eerr 

UNOBfZ 

OF 

MATTKI^*^ 
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WHAT YOU MU5T ; 



WHAT YOU MUG-r I 



V . •- 



5. Miter the top copmf.rs— * Fi g. 13 



To HI TER THE EOuliCHS YOU SHOULD? 

A. Fold the side edge of the sheet back 

OM THE BED 

Bt Tuck in the hanging edge 
c. Hold the sheet against the side of 
the mattress 

0* Bring the free edge back over the 

SIDE OF THE MATTRESS 

E* Tuck tul sidc euul* uuuer the mattress 




Fig. 13 



FOLP $IC>e 
FP6»E BACK 







.A 



b? sheet 
DOWN.... 




Tuck this 

UNPEP2- 

MATTKE^. 



ANO unipbr. 



6. Tuck in the sides 



7. Spread the top sheet with the deep 
HEM AT the top AND WITH THE SHEET 
WRONG SIDE UP (tHE HEMS OR SEWED 
EDGES ARE NOT ON THE SIDE NEXT TO 

THE mattress) - — - — — — — WHEN YOU FOLD BACK THE TOP SHEET TO FORM 

A CUFF THE “RIGHT SIDE” OF THE SHEET WILL 
THEN BE ON TOP. 




M/MAT YOU MU5T CD 



8. Tuck in the bottom 

9. Miter the 2 corners at the foot 

OF THE BEO— ————————— 



10. Pick up of material across the 

foot of the bed AMD FOLD 17 BAC»*l TO 
MAKE A FINISHED PLEAT THAT IS ABOUT 

2”-3** WIDE™ Fig. 14 — — p* 



11. Fold back ”he top sheet to form a 

CUFF 



12. Place the spread on the bed 



13. Tuck it in at the foot of the bed 



14. Miter the 2 bottom corners 



15 . Poll the spread up over all of the 

BEDDING NOW ON THE BED ^ 



16 . Rest the pillow on the freshly 

MADE BED AND POT ON THE PILLOW 

CASE Fig. 15 

17 . If THE CASE IS too LARGE TUCK THE 
OPEN END OF THE PILLOW CASE UNDER 
THE PILLOW 



WHAT YOU msr 



See step 5. 



This is a toc ileat. It relieves the 

PRESSURE OF THE BEDDING OVETc THE PATIENT’S 
TOES and FEET. 




The PILLOW WILL 60 ON TOP OF THE SPREAD. 
If a PATIENT IS WAITING TO OCCUPY THE 
BED, INSTEAD OF FOLLOWING STEP 15« MAKE 
BOTH THE SPREAD AND THE TOP SHEET INTO 
A FOLD ABOUT 2 FEET WIDE AT THE FOOT OF 




O 
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^ ' To MAKE UP AM OCCUPIED BED. 

INTRODUCTION — PLEASE READ CAREFULLY: 



Be careful not to disturb the 
patient any more than is necessary* 
Your first thought should always be 
OF THE patient's COMFORT. YOU SHOULD 
ALSO BE FAMILIAR ENOUGH WITH HIS CON- 
DITION TO MAKE ANY NECESSARY CHANGES 
IN YOUR BEDMAKING ROUTINE. FOR EXAM- 
PLE, SOME PATIENTS MIGHT R^OUIRE A 
PILLOW UNDER THEIR HEADS AT ALL TIMES, 
OR MIGHT HAVE TO KEEP SOME PORTION OF 
THEIR BODY IMMOBILE AT ALL TIMES. 
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STEPS TO FOLLOW in making an occupied bed; 



TOOLS ANU MATERIALS NEEDED: Two large sheets 

Spread 
Pillow case 
Bath blanket 



WHAT YOU MUST DO 



1* Place the clean linen on a chair 

NEAR THE BED 

2. Slide your arm under the patient's 
ARM so that your HAND IS BENEATH 
THE PATIENT'S SHOULDER FiG* 16 



3. Lift the patient's back by raising 
YOUR own arm and UPPER BODY 



W^^AT You MUST KNoytA 
TDPO 




4. With your free hand, remove the 
pillow 

5* Loosen all covers 

6* Cover the patient with a bath 

BLANKET 

7* Direct the patient to the side of 
the bed opposite from where YOU ARE 

WORKING Protect him from falling by using the 

side rails. 

21 
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WAT you MU$r DO 



WMT YOU MUST KNOW 



8. Remove the top sheet 




AT THE BOTTOM. 



11. Tuck it at the head 

12. Miter the corners — 

13. Tuck in side 



^ Refer to the experience on nakihq the 

UNOCCUPIED BED. 



14. Direct the patient to the clean side 

OF the bed - - T Protect him from falling by using the 

SIDE RAILS. 



15 * Move to the other side of the bed 
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]/\JMT YOU MU^T DO WHkTYOU MU^T l<NOlY/ 



16. Remove the soiled bottom sheet 



17. Pull the clean bottom sheet over to 

COVER THE EXPOSED MATTRESS 






^AOVe FAriBNT To OTiiBfZ 
OF AMD PUU- 
ciB^M n^Mr AMP 




22. Place the top sheet over the patient 

AND REMOVE THE BATH BLANKET—— ^ 



The TOP SHEET SHOULD BE WRONG SIDE UP 
AND SHOULD HAVE THE SHORT HEM AT THE 
BOTTOM. 



O 
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23 . Tuck in the foot of the bed and 

MITER THE 2 CORNERS AT THE FOOT 
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IV/ /AT YOU m9T DO 



iVZ-fAT YOUMU^r KNoyf 



24 . 



Relieve the pressure of the bedding 

OVER THE TOES BY MAKING A TOE PLEAT 
IN THE TOP SHEET — FlC* 19 — < 



-> 



Refer to the experience on making an 

UNOCCUPIED BED. 



29* Place the spread on the bed 

26* Tuck in the foot of the bed and 
MITER the corners AT THE FOOT 

27. Fold the top edge of the sheet over 

THE TOP EDGE OF THE SPREAD TO MAKE 
A CUFF 

28. Put the pillowcase on the pillow 

29. Slide your arm under the patient’s 

ARM so THAT YOUR HAND IS BENEATH 
THE PATIENT'S SHOULDER 

30. Lift the patient's back by raising 
YOUR OWN arm and UPPER BODY 




o 
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31 . With your free hand, replace the 

PILLOW 
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Part j( of HANDS ON 

!C«ox Courr DEpffiTMENT of Public Instruction 
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by PATRICIA R. hart 
CAROL MCHENRY 



e>OMS FACT^ ABOUT Of^fLP CAf^ &(9l//DANCB 

1. What kino of work is done? 

Opportunities are available as: 

Day Care Center Assistants 
Private or community nursery school 

aides 

Public housing rouect nursery 
SCHOOL aides 

Department store nursery workers 
Airport or bowling lanes nursery 

aides 

Aides to private kindergarten 
teachers 

Baby sitters 
Recreation center aides 
Assistants in children's homes, 
clinics, or pediatric wards in hospitals 
Sales clerks for children's toys, 

BOOKS AND CLOTHING 

Nursemaids for private families* 

2* Working conditions: 

Working conditions for the above 

EMPLOYMENT OPPORTUNITIES MAY VARY 
GREATLY* MANY OF THESE JOSS REQUIRE 
outdoor WORK IN GOOD WEATHER* HOURS 
WILL ALSO VARY ACCORDING TO THE JOB. 

In GENERAL, A JOB ACCEPTED WITH A 
LICENSED CENTER SHOULD BE A VERY CLEAN, 

PLEASANT ONE WITH A MODERATE Al^OUNT OF 
NOISE. 



1^3 



**. 

* . 3* Salary scale: 

Bady sitters may begin at 50^ AN 

HOUR. Z' DAY CARE CENTER DIRECTOR MAY 
EARN AN AVERAGE SALARY OF $550 A 
MONTH. Naturally, a college degree 

INCREASES THE SALARY. 

4. Type or clothing worn: 

Clean, casual clothing and low 

HEELED SHOES SHOULD BE WORN. A FEW 
JOBS SUCH AS IN AN AIRPORT OR HOSPITAL 
MAY REQUIRE UNIFORMS. 

5. Personal qualities necessary: 

Manipulative skills: It is help- 

ful IF YOU ARE ABLE TO PLAY A MUSICAL 
INSTRUMENT OR TO READ MUSIC. 

Personality characteristics: You 

SHOULD BE CHEERFUL^ PATIENT, ENERGETIC, 
cooperative, alert, able to take CON- 
STRUCTIVE CRITICISM, ANO able TO SPEAK 
CLEARLY. A LOVE FOR CHILDREN IS ESSENTIAL. 
You WILL FIND THAT CREATIVITY AND THE 
ABILITY TO COMMUNICATE WITH OTHERS ARE 
ADVANTAGEOUS. 

Educational qualifications: A 

HIGH SCHOOL DIPLOMA IS NECESSARY ANO 
ONE YEAR OF OCCUPATIONAL CHILD CARE IS 
HELPFUL. If a DIRECTORSHIP IS DESIRED, 

A COLLEGE DEGREE MUST BE OBTAINED WITH 
A MAJOR IN CHILD DEVELOPMENT. 



REFERENCES 

"Child Care" taken from training 

PROGRAM FOR TEACHERS ANO LEADERS OF 
GAINFUL EMPLOYMENT TRAINING PROGRAMS 

IN Home Economics, Oklahoma State 
University. Reproduced by State of 
Tenn., Dept, of Education Division 
OF Vocational Education, 205 Cordell 
Hull Bldg., Nashville, Tenn. 37219* 

"Helping Parents Teach Young Children" 
Federal Extension Service, U.S. Dept of 
Agriculture. 

"Parent Involvement" Project Head 
Start, Office of Child Development, U.S* 
Dept, of NEV/, Washington, D.C. 20201. 

A NURSERY SCHOOL HANDBOOK BY WOOD 
AND Green. 
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To MAKE A PAPER BAG PUPPET 



INTRODUCTION — PLEASE READ CAREFULLY: 



Creatjvity is a sign of high 

INTELl I6ENCF. ArT IS ONE Ot THE MEANS 
THROUGH WHICH CHILDREN CAN LEARN TO BE 
CREATIVE. By PARTICIPATn.C \ V. .■.:; AKT 
ACTIVITY, A CHILD MAY GAIN STRENGTH IN 
ORIGINALITY OF IDEAS, ! MOL PENOENC E , 

CONFIDENCE IN KIS OWN ABILITY, FREEDOM 
TO EXPRESS HIS OWN IDEAS AND FEELINGS, 

ACCEPTANCE OF HIMSELF AS A UNIQUE AND 
VALUABLE PERSON, AND CLARIFICATION OF 
IDEAS AND COf :iPTS. 

A TRAIN^:D OK WELL-QUALIFIFD 
TEACHER OF CHILDREN MUST LEARN TO BE 
ADAPTABLE AND CREATIVE. SOMETIMES 
EXPENSIVE PLAY EQUIPMENT IS NOT AVAIL- 
ABLE. T::t;HEFORE, THE TEACHER MUST 
LEARN TO USE NO-COST OR LOV.-COST ITEMS 
WHICH ARE READILY AVAILABLE. NOT ONLY 
ARE THESE ITEMS A HELP TO ANY SCHOOL 

BUDGET, BUT THEY STIMULATE CREATIVITY * 

IN THE FIRST SCHOOL EXPERIENCES. THROUGH 

CREATIVE PLAY, CHILDREN ARE GIVEN AN 

OPPORTUNITY TO WORK AND SOLVE PROBLEMS 

FOR THEMSELVES. 

General rules: 

1. Be CONSERVATIVE WITH THE 
MATERIALS. USE ONLY THE AMOUNT THAT 
YOU NEED. 

2. Follow instructions carefully. 

3. Study the diagrams before be- 
ginning THE project. 

4. Be NEAT. 

5. Leave the area as clean as vju 
found it. 
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STEPS TO FOLLOW in making a paper bag puppet 



TOOLS AMD MATERIALS NEEDED; SMALL paper BA6$ 

Construction paper 
String om y/.kn 



Color crayons 

Paste 

Scissors 



WHAT YOU MU&r PO M/HAT YOU MU^T KNOW 

To po ^rees 



1, Paste bits of colored paper as eyes, 

mouth, etc. Place mouth at flap as shown on diagram. 



2. 



Paste string or yarn at edge of bag 

FOR HAIR- — {:► 



This could be cut short, put in pony 

TAILS OR PLAITED. 



3. Draw ci.othing on lower part of the 
BAG Fig. 1 



4. Insert hand as in diagram to make 
mouth of bag puppet talk 2 
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To MAKE A COLLAGE 



INTRODUCTION -- • PLEASE READ CAREFULLY: 



A COLLAGE IS A FORM OF ART CREATED 
BY PASTING PAPER CR OTHER MATERIALS ON 
A PIECE OF HEAVY PAPER TO FCRf. A;.’Y KINO 
OF PICTURE OR DESIGN. YOU MAY PASTE ON 
ANY COMBINATION OF MATERIALS TO MAKE ANY 
DESIGN YOU WISH. 



STEPS TO FOLLOW IK making a collage: 



TOOLS AND MATERIALS NEEDED: Crushed egg shell 

Macaroni (shell, stars, wagon 

WHEELS, BOWT I ES, alphabets, ETC*) 

Heavy construction paper 



Rice 

Dried beans 
Glue 

Food coloring 



WHAT YOU MU^T DO lA/HAT YOU MUST KWOW 

TO OO T-HB5B STEPS 



1. Make a picture or design by pasting 
various food products on HEAVY CON- 
STRUCTION PAPER— p,Q^ 3 The dried products may be painted or 

^ DYED IN food COLORING BEFORE BEING 

LIGHTLY GLUED. ReMEMBER — BE CREATIVE 
AND ORIGINAL. THE PRE-SCHOOLERS WILL BE. 




To MAKE PLAY DOUGH 



STEPS TO FOLLOW in making play dough; 
TOOLS AND MATERIALS NEEDED; 



1 COP FLOUR 
4 CUP salt 

6 TABLESPOONS WATER 

Measuring cups 
Food coloring 



Mixing bowl 
Spoon 

Measuring spoons 
Spatula 



WWAT rou MU9T L 



1/t/HAT YOU MU&T 

TO CO €Tep& 



1. Measure 1 cup flour, H salt, 

AND MIX IN A BOWL — FiG. 4 




Use a dry measuring cup for the flour 
AND SALT, Use measuring spoons for 

THE WATER. LEVEL EACH MEASUREMENT 
WITH A SPATULA. USE ONLY THE AMOUNTS 
SUGGESTED FOR A PERFECT PRODUCT. 

Measure water into a liquid measuring 
CUP. 



2 . 



Add a few drops of food coloring 

TO 6 TABLESPOONS OF WATER IN A 
liquid MEASURING CUP. USE ONLY 
enough COLORING TO GIVE THE WATER 
A DEEP, RICH COLOR— FiG. 5 •— — ** 




.^too much food coloring can MAKE THE 
DOUGH TOO STICKY BECAUSE IT ALTERS THE 
PROPORTIONS OF THE INGREDIENTS. 



3 . 



Add the colored water gradually to 

THE SALT AND FLOUR MIXTURE* STIR 

CfiUSTANTLY UNTIL THE MIXTURE IS FIRM . 

ADO DOES »*T STICK »K THE HANOS-FlO. 6-^ 0® ADO ALL THE WATER AT ^ 



Fig* 




ONLY ENOUGH WATER TO MAKE DOUGH DESIRED 
CONSISTENCY. AlL OF THE WATER MAY NOT 
BE NEEDED, DEPENDING ON THE TYPE OF 
FLOUR. 
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SOMB INTE^S^TINGr FACT£> ABOUT T£XTILB9 2c CL0TMIN6r 



U What kino or work is done? 

There are opportunities for teaching 

IN HIGH SCHOOLS, COLLEGES, ADULT AND 
EVENING CLASSES, FOR WORKING IN MERCHAN- 
DISING, PLANNING, PROMOTION, JOURNALISM, 
MODELING, AND IN BUYING* YOU MIGHT ALSO 
WORK AS A ^HOME DEMONSTRATION AGENT, A 
CLOTHING SrtCJALlST, A TEXTILE DESIGNER 
OR RESEARCHER, A DRESS MAKER, AN ALTERA- 
TIONS WORKER, A FASHION DESIGNER, AN 
ILLUSTRATOR, A DISPLAY MANAGER, OR A 
FACTORY SEAMSTRESS* 

2* Working conditions: 

Working conditions vary, but most 

WOULD BE PLEASANT* WORKING WITH OTHER 
PEOPLE WOULD BE COMMON* 

3* Salary scale: 

Salaries are varied from $50*00 
A WEEK UP TO $1,000 A WEEK OR MORE* 

4* Type of clothing worn: 

Street dress would be worn in most 

JOBS, BUT LAB COATS OR SPECIAL CLOTHING 
MIGHT BE NECESSARY FOR WORKING IN 
TEXTILE TESTING, RESEARCH, OR FACTORIES* 

5* Personal qualities necessary: 

Aptitude: Originality, creativity, 

and a TOLERANCE FOR REPETITIOUS WORK 
ARE HELPFUL* 

Manipulative skills: Finger 

DEXTERITY WOULD BE NECESSARY FOR ANY 
JOB REQUIRING SEWING, CUTTING, OR 
RESEARCH* A FLAIR FOR FASHION AND 
DRAWING ABILITY ARE REQUIRED FOR 
DESIGNING* 




9 



Personality characteristics; You 

SHOULD BE DEPENDABLE, COOPERATIVE, 
PLEASANT TO WORK WITH, VERSATILE, AND 
ABLE TO FOLLOW DIRECTIONS. 

Educational oualifications; A 
HIGH school diploma IS REQUIRED FOR 
ALL THE ABOVE POSITIONS. A YEAR OF 
OCCUPATIONAL TEXTILES AND CLOTHING 
IS HELPFUL. A COLLEGE DEGREE IS 
REQUIRED FOR TEACHING OR FOR BECOMING 
A HOME DEMONSTRATION AGENT. 



‘6. Other facts of interest; 

This is an exciting career with a 

WIDE VARIETY OF JOB OPPORTUNITIES. 

Advancement is rapid and salaries are 

GENERALLY BETTER THAN IN OTHER SO 
CALLED ”WOMEN*S” OCCUPATIONS. 
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To WIND A SEWING MACHINE BOBBIN 

AND TO THREAD A StWINQ HACHIHE* 



INTRODUCTION — PLEASE READ CAREFULLY} 



The sewing machine is one of the 

MAJOR PIECES OF LARGE EQUIPMENT WHICH 

IS USED IN Occupational Textiles ano 
Clothing. Since it is expensive and 
IS easily damaged, check with your 

STUDENT SUPERVISOR IF YOU ARE NOT SURE 
OF YOUR ASSIGNMENTS# AlSO, BE CAREFUL 
NOT TO CATCH YOUR FINGER UNDER THE 
NEEDLE# 

REFERENCES: 

ELNA SEWING MACHINE MANUAL 




STEPS TO FOLLOW in winding a bobbin: 

TOOLS AND MATERIALS NEEDED: Thread, bobbin, sewing machine 



WHAT YOU MU9T DO WHAT YOU MUST KAfOW 

TO DO THB^B STBPS 



1. Turn the light on 






Be sure that the machine is plugged 

IN. 



2. Place the bobbin on the bobbin 

HOLDER AND PUSH TO THE RIGHT — — 1 

Fig. 7 



Fig. 7 

HOLPgR 




3. Loosen the balance wheel - Fig. 8— 



The CENTER OF THE BALANCE WHEEL 
ON THE RIGHT OF THE MACHINE HEAD 
WILL LOOSEN IF YOU GRIP IT TIGHTLY 
AND TURN IT TOWARD YOU. 




mi AT YOU fAuar oo 



4. Place the thread on the thread 

HOLDER 



5. Thread the machine from the thread 

HOLDER TO THE THREAD CUlOE ON THE 
LEFT END OF THE MACHINE HEAD 

6. Place the end of the thread through 
the bobbin Fig. 9 




7. Hold the thread with your left hand 
AND start the MACHINE BY SLOWLY 

PRESSING the foot PEDAL BE CAREFUL NOT TO MAKE THE MACHINE 

RUN TOO FAST. 



8. Continue winding until the bobbin 
IS VISIBLY FULL FiG. 10 



9. Cut or break the thread and remove 

the bobbin from the bobbin HOLDER 

Fig. 11 



10. Tighten the balance wheel by turning 

IT AWAY FROM YOU 






STEPS TO FOLLOW Hi thread i mg a sewing machine; 

TOOLS W ^l'^TER^ALS NEEDED; Thread, sewing machine, bobbin, material 



WHAT You AAU9T DO 



WHAT YOU MUST 



1, Pi ■*/T. THE BOBBIN WITH THE THREAD 

au.iady on it in the bobbin case — 

Fig. 12 



Press oov/n on the back of the throat 

PLATE AND YOU WILL SEE THE BOBBIN CASE« 




2. Guide the thread from left to right 

AS YOU PUT THE BOBBIN IN ITS CASE — 

Fig. 13 



If NECESSARY ASK A STUDENT OR THE 
TEACHER FOR ASSISTANCE. 



3. Close the throat plate 



4. Put the thread on the thread holder 



5. 



Lead the thread through the two 
thread guides down through the 

OPEN TENSION — THEN FROM LEFT 
TO RIGHT THROUGH THE THREAD TAKE-UP 



c. 



I 'AD THE THREAD THROUGH THE 2 OTHER 
THREAD GUIDES 



Fig. 13 
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WHAT Y0UMU9T 






WHAT you A/WST i:::ow 



7. Put thread through the needle from 
FRONT TO BACK FiG. t4 

8. Pull the bobbin thread and the top 

THREAD TO THE RIGHT OF THE NEEDLE 

i '’V VP.E HATl-RIAL UNDER THE PRESSER 
{•CuT 




10* Lower the presser foot with the 
PRESSER FOOT RELEASE -FiG. 15 — 



Let the machine pull the material as 
YOU stitch • Do NOT PUSH THE MATERIAL# 




11. Press on the foot pedal and stitch 
SLOWLY — ™— — - — 



12# Raise the presser foot and adjust 

THE BALANCE WHEEL SO THAT THE NEEDLE 
WILL BE IN AM UP POSITION plQ, l6 



13# Grasp the material and draw it 
3 IKCHES TOWARD YOU 

14# Cut or break the thread near 

THE MATERIAL 



At the end of THE MATERIAL STOP 
STITCHING. 




er|c 
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To SEW STRAIGHT LINES, TO TURN 
CORNERS, TO SEW CIRCLES, AND TO CREATE 
AN ORIGINAL DESIGN. 



STEPS TO FOLLOV/ in stitching a straight line on a piece of paper; 

TOOLS AND MATERIALS NEEDED; 10 sheets of patterned paper, sewing machine, 

THREAD 



WHAT you MUST DO 



1. Check the foot pedal to be sure 

THAT IT IS IN THE NEGATIVE (-) 
RATHER THAN THE POSITIVE (+) 

position 



2. Turn the light switch to the “on” 

position. It can de fo’.'nd at the 

FAR RIGHT OF THE MACl.lNE HEAD ‘FlG. 17- 



3. Put one sheet of notebook paper 

UNDER THE PRESSER FOOT. p,g, ^9 



WHA T YOU MUST /fAfOl'Y 

7Z> PO TH£SB STEPS 



If button indicates positive, slide 

THE PEDAL TO THE NEGATIVE POSITION. 




Place the paper so that the needle is 

ABOVE THE BLUE LINE ON THE PAPER. 
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if. LoVfER THE PRESSER FOOT WITH THE 
PRESSER FOOT RELEASE. 

— Fig. 19 



Never force the machine if it will 
NOT SEW. Remove your foot from the 

PEDAL. 




5. PREfS ON THE FOOT PEDAL SLOWLY AND 
BEGIN STITCHING. FOLLOW THE LINES 

ON THE PAPER - F,g. 20 ^ MACHINE PULL THE 

PROBABLY WILL NOT STITCH 
THE FIRST TIME. 




UNTIL EACH LINE HAS BEEN COMPLETELY 

STITCHED - Try to improve YOUR SKILL IN EACH LINE. 



PAPER. You 

STRAIGHT 



7* Practice with a second sheet of 

PAPER 



17 
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STEPS TO FOLIO'./ in stitching a maze: 

TOOLS AND mTERIALS NEEDED: 2 sheets of patterned paper, sewing machine 



mAT you MU9T dq wha t iou must 

TV 90 



1. Check foot pedal to be sure it is 

ON (-) RATHER THAN (+) 

2. Turn the light switch on 



3. Put one sheet of patterned paper 

UNDER the PRESSER FOOT, LINING UP 
MACHINE NEEDLE ABOVE CENTER OF 
MAZE — Fig. 21 — • — - — - — . 



Be careful not to catch your finger 

IN THE NEEDLE. 



4 . Lower presser foot with presser 

FOOT RELEASE — — — . 




Let the machine pull the paper as 
YOU stitch, do not push the paper. 



5. Press on foot pedal slowly and begin 

STITCHING 



6. Follow maze from center until the 

END OF THE MAZE, TURNING CORNERS 
CAREFULLY - — — 



To TURN A corner: 

A. Stop 

B. Remove your foot from the foot 

PEDAL 

c. Raise the presser foot, leaving 

THE NEEDLE IN THE PAPER 

0. Turn the paper 




7 . Begin stitching again 



STEPS TO FOLLOV/ IH STITCHIHG in iPlRALS and creating an original design: 

TOOLS AMD MATERIALS HEEDED: 1 sheet of patterned paper 

1 sewing machine 

1 SHEET OF LINELESS PAPER 



WHAT YOU MU$T DO WHAT YOU MUST KNOtAf 

To £>0 



1, Check foot pedal to be sure it is 
on (-)- — 



2. Torn the light switch on 



3, Put a SHEET of patterned paper under 

THE PRESSER FOOT 



4* Line up the KAcnniE needle above the 

CEIITER OF THE SPIRAL FiG. 22 



5. Lower the presser foot with the 

PRESSER foot RELEASE 



6. Press on the foot pedal slowly ano 
begin stitching from the center of 
THE SPIRAL. Stitch in a continuous 
SPIRAL UNTIL YOU REACH THE EDGE OF 
THE PAPER. 



7. Repeat the procedure, creating an 
original design USIN4 straight lines, 
curves, circles, and souahes 



Refer to the instructions for sewing 
A straight line ano for stitching a 
maze. 



Fig. 22 
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BY H. E. GIBSON 
RAY THOMPSON 



SOMe lhf7^f^e^r/r^C5^ F^rs about O^AMBNrAL HO/^T/OUL7^//^^ ^ 

1. What kino of work is done? 

You WOULD BE INVOLVED MAINLY IN 
LANDSCAPE GARDENING, PLANT IDENTIFICA- 
TION, PLANT PROPOGATION (REPRODUCTION), 

AND THE MAINTENANCE OF TREES, SHRUBS, 

FLOWERS, AND TURF. 

Work is available in garden cen- 
ters, IN FLORIST SHOPS, IN NURSERIES, 

AND IN LANDSCAPING CENTERS. 



2. Working conditions: 

Both indoor and outdoor work is 

AVAILABLE THROUGHOUT THE YEAR. WORK 
IS DONE UNDER SUPERVISION AND ON AN 
INDIVIDUAL BASIS. 

3r Salary scale: 

Beginners start at the minimum 

WAGE AND ADVANCE ACCORDING TO THEIR 
ABILITY AND THE OPPORTUNITIES AVAIL- 
ABLE. 



4. Type clothes worn: 

Work clothes are usually work. 
Some landscaping Ato gardening firms 
reouire thaY you wear a uniform. 



5. Personal qualities necessary 



HANlfULATIVE SKILLS: YOU SHOULD 

BE CAPABLE OF WORKING WITH YOUR HANDS 
AND OF OPERATING SMALL EQUIPMENT, 

Personality characteristics: You 

MUST BE friendly AND ABLE TO DEAL WELL 
' WITH PEOPLE, 

Educational qualifications: A 

HIGH SCHOOL EDUCATION WITH VOCATIONAL 
TRAINING IN HORTICULTURE IS DESIRABLE, 

More training would be necessary for 

WORKING 1?! AREAS OF SPECIALIZATION SUCH 
AS THE RAISING CF ORCHIDS, RESEARCH INTO 
PLANT DISEASES, OR THE DEVELOPMENT OF 
MORE PRODUCTIVE TYPES OF PLANTS, FiG, 1 




er|c 



It 3 



I 









1 



Yotn:r/R5T6XP^r^iCvNci:i jw c:iu. lior^riGULruno. mu. p- 



' # 
0 



To TRANSPLANT TWO DOZEN SEEDLINGS 
• FROM SEED FLATS TO POTS* 



Fig. 2 
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STEPS TO FOLLOW IN transplanting the seedlings: 



TOOLS AND MATERIALS NEEDED: Soil media 

Pots 

Plants 

Water 



Plant markers 
Putty knife or spoon 
Watering can 



H/WAT YOU t\KUS>T DO \W A T YOU MU I4NOIM 

'To PO TUBSB ^TBpS 



1 . Mix the soil media thoroughly ^ Use a mixture of 2 parts top soil, 

1 part sand, 1 PART PEAT. 



Select the seedlings from the. seed 

FLAT •> 

3« Remove the seedlings from the s>^eo 

FL at-*™-—— — ^ 



Select only those that have developed 
TWO TRUE leaves. 

Use a PUTTY knife, flat board, or spoon 
to remove the seedlings from the flat so 

THAT the roots WILL NOT BE OtSTURDEO. 

Remove only a few seedlings at one time. 




Use care — mevsk just *’ruLL” thci". our, 

If 4 




WHAT YOU MU0T PO 



WHAT You Muo T i<uo:v 



Fill the pots 2/3 full with the soil 

MEDIA- Fig. 3 Use the soil mixture from step 1. 




*>* Make the hole for each seedling with 

YOUR FINGER— 



6. Pick each seedling up gently by its 

LEAVES 

7* Hold the seedling very carefully in 

ONE HAND AND WITH THE OTHER HAND 
GENTLY GUIDE THE ROOTS INTO THE HOLE 



8. Ado soil around the seedling 



ft KM rHE SOIL DOWN 



^ The MOLE in the soil media should be 

THE SAME DEPTH THAT THE SEEDLING HAS 
GROWING IN THE SEED FLAT. 
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mAT you ms>T ia:o:‘/ 



MAT YOU AAU^r DO 

<• 



10. Water the seeouimo- Fie. k > As soon as the plant is transplanted, 

WATER IT WITH A SPRINKLER. 




11. Repeat these steps until you have 

TRANSPLANTEO two dozen (24) SEEDLINGS 
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To REPRODUCE OR PROROGATE SIX PLANTS 
BY CUTTINGS FROM THE TERMINAL GROWTH OF 
THE PARENT PLANTS. 



iviLur^s 






STEPS TO FOLLOW in prorogation by cuttings: 

TOOLS AND MATERIALS NEEDED: Knife 

Pots 

Materials for cuttings 
Rooting hormone 
Soil media 



WHAT YOU fYiUBT OO WHA T YOU MU$ T KNOW 

TO OO "WESB 



1, Take six cuttings 4” to 6“ in length 

FROM THE TERMINAL OF END GROWTH OF 

THE PARENT PLANT- FlG. 5 ~ MaKE SURE TO SELECT NEW GROWTH. 




2. Remove all leaves up. t£ within 2”- 

3“ OF THE TOP OF THE CUTTING 




o 



FILMED FROM BEST AVAILABLE COPY 



WHAT You me>T DO 




3. Dip the base of the cuttihg iiito the 

RO&YiUG liORMOWE*** r 1 G* 6 



The rooting hormone helps the cutting 

Dtvri. i.COTS MORE QUICKLY. 




* 



4. Insert 1/3 of the length of the cut- 
ting INTO the soil media Fig. 7 
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To PREPARE THE SOIL HECIk AHO SOW 

THE SECD. 



STEPS TO rOLLOW in preparing the soil media and sowing the seed: 

TOOLS AND MATERIALS NEEOEO: H GALLON Jiffey-mix (commercially prepared mixture of 

HALF PEAT AMO HALF VERMICULITE) 

1 JiFFEY FLAT 6 X 9 X 2^^* 

Seed (get these from the instructor) 

Hot viater (the water should not be too hot for you to 
hold your hand in) 

8“ X 12" polyethylene film 
Masking tape 
Germination box 

EMPTY clay pot 

1^* wood label 
One gallon can 



WHk r YOU Mue T po wua t you Muer 

72 > po ‘TUBS& ^TBPB 



1. Measure H . gallon of the Jiffey-mix — ^ Fill the gallon can H full* 

“ 1 



2. Add enough hot water to the Jiffey- 

mix TO MAKE IT THE CONSISTENCY OF 
THICK DOUGH- Fig. 8 — — ^ 



JJFfSEr-AAlX 




3. Fill the Jiffey flat to a level 1" 
FROM THE top WITH THE JlJ FEY-MIX — 

Fig. 9 



Using your hands, stir the Jiffey-mix 

AS THE WATER IS ADDED. 




Be sure NOT TO FILL THE JlFFEY FLAT 
COMPLETELY FULL. THE JIFFEY-MIX MUST 
BE 1" FROM THE TOP. 
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I/UHAT YOU MU5T OO 



l/JHAT YOU MU^T KUOlV 



4 . Make rows in the wet Jiffey-mix* 



ifit 




5* Sow THE SEED IN THE ROWS* 



6. Cover the seed with the jiffey-mix— > 

Fi6. 



Distribute the seed evenly in the 
rows. It is usually best to divide 
THE seed in half, D I STR I BUT I N6 HALF 
THE SEED OVER THE ENTIRE AREA THEM 
REPEATING THIS OPERATION WITH THE 
REMAINING HALF OF THE SEED. 

Do NOT COVER THE SEED WITH TOO MUCH 
MIX. With small seed (snap dragon 
OR petunia), cover just enough TO 

HIDE THE SEED. WITH LARGER SEED, 
COVER WITH A DEPTH EOUAL TO THE 
THICKNESS OF THE SEED ITSELF. 



7. Firm the soil* 



Press lightly with the empty pot. 




8. Cover the flat with the polyethylene 
F I lm-*— — — -™-. — — — « — - — 



Stretch the covering tight and tape it 
with the masking tape. Be sure that the 

FILM IS TIGHT AUD IS HOT TOUCHING THE 
SOIL. 
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WAT YOU MU5T DO 



wtiAT you MU&r Kf.W 



9. Place the flat in the germination ^ 
BOX Fig. 12 



10. Close the lio and turn on the lights 
IN THE sox 
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